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First‐time users accessing the 
site, click on Register Here 

hyperlink or Register Now 
hyperlink. 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Returning users, enter User 
Name and Password and click on 

the Login button. 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In order to register, create a unique User Name 

and Password, confirm password and click the 
Register button. 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Once logged in, the system will display five 

most‐recently opened Job Postings. 

To perform a search using keywords, enter 
the keyword(s) into Keyword field. Choose a 
posting timeframe from a drop‐down menu 

under Posted. Click the Search button.  

An Advanced Search can be performed by 
clicking on the Advanced Search hyperlink 
or the Job Search hyperlink on top of the 

page. 

It is possible to apply without selecting a specific job using the 
Apply Without Selecting Job hyperlink. This will allow 

submission of a resume into the system.  

Note: This option should not be used as the application will 
not be tied to a specific job and thus will not be reviewed. 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Once the results are returned based on the 

search criteria entered, positions for which an 
applicant wants to apply can be single‐ or multi‐
selected by clicking the appropriate 

checkbox(es).  

Search criteria can also be modified by clicking 
on an arrow next to View Search Criteria. 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Select the position(s) to apply to and click Apply 
Now. 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Select the Upload a new resume option and click 

Continue. Upload the resume document when 
prompted by the system.   

Notes:  

1. Returning users can select a resume used 
for prior applications by selecting Use an 

existing resume option. (See Page 8 for 
instructions.) 

2. Uploaded resumes must be either in PDF 

or Microsoft Word format.  
3. Selecting Copy and paste resume text may 

cause the text to lose formatting and 

should not be used.  
4. Apply without using resume should also 

not be used, as the application will be 

considered incomplete without an 
applicant’s resume and will not be 
reviewed. 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When uploading a new resume, the Resume Title 
will populate with the name of the uploaded 

document and can be changed by editing the text in 
the Resume Title field.  

There is an option to preview the attachment to 
assure that the correct attachment was selected and 

that formatting appears correctly. Click on the View 
Attachment hyperlink to preview the attachment. 

Click Continue to proceed with the application. 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When using an existing resume, select the desired 
resume from the drop‐down menu under Resume to 

Use:  

Click Continue to proceed with the application. 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The system will display the chosen position(s) 
that this resume will be attached to. The 

position(s) can be added or removed using either 
the Add Another Job to Application button or 
the Trashcan icon. 

There are also options to use a different resume 

and Edit Profile, if necessary. 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Various preferences can be selected by clicking on 
the Preferences hyperlink (system will default to 
this view, but the link can be clicked if necessary to 

navigate back to update preferences). 

Once finished with preferences, click the Education 
and Work Experience hyperlink to continue with 

the application process.  

Note: DO NOT CLICK SUBMIT UNTIL INFORMATION 
HAS BEEN ENTERED UNDER ALL THREE TABS. 



 
12 

 

Some information on Education and Work 
Experience page, such as Work Experience 
and Licenses and Certifications, will be parsed 

from the resume. The parsed information 
must be verified to assure that it is correct as 
well as complete.  

Note: The system will generate an error any 

time there is a blank field.   

To edit a field that is missing information, 
click on the hyperlink associated with the row 
in which the field appears.  

Continue to scroll down the page and 

verify/edit/add information to the 
application. 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At the bottom of the Education and Work 
Experience page, there is a short questionnaire 
that must be completed prior to submission of 

application. 

Once the questionnaire has been completed, click 
on the Referral Information hyperlink, in the 
middle of the page, to continue to the next step. 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The referral source is required and can be 
selected from the drop‐down menu under 
How did you learn of the job: 

Are you a former employee: is also a required 

field and will default to “No” but can be 
changed if necessary. 

Once all the information has been entered 
and verified, click Submit to continue. 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Select Gender and Ethnic Group from the drop‐down 
menus. 

Scroll down the page to view and accept Terms and 
Agreements. 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Check the circle next to I agree to these terms and click 
the Submit button. 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A message confirming successful submission to 
the listed jobs should be displayed. 


