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Enter Applicant Information/Application 

Registration/Login 

Navigation:    Careers 

 

Processing Steps Screen Shot 

If you are a new applicant: 

 On the Careers Page, click on the 
“Click Here to Register” Hyperlink 

 Enter a User Name 

 Enter a Password 

 Enter the Confirm Password  

 Click the Register Button 
 
If you are a returning applicant: 

 Enter a User Name 

 Enter a Password 
Click the Login Button 

 

 

 

 

My Profile 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 On the Careers Home Page, click on 
the My Profile Hyperlink 

 Navigate to the Member Information 
Section on the My Profile Page 

 Select the Preferred Method of 
Contact 

The following options are 
available for this field:  (E-mail, 
Mail, Phone, and Not Specified) 

 
 
 
 
 
 
 
 
 

 Select the Name Format (English) 

 Select the Name Prefix (if applicable) 

 Enter your Name 
 
 
 
 
 
 
 

 Navigate to the Address Section on 
the My Profile Page and enter the 

 

 

 

 

 

 

 

 

 



HCM 8.9 External Applicant 
 DRAFT 
Develop Workforce BPG 

Last Revised: 01/29/08 Page 2 of 13 

Processing Steps Screen Shot 

following information: 

 Select the correct country code 
(United States) 

 Enter your Address Information 
 
 
 
 
 
 
 
 

 Navigate to the E-mail Addresses 
Section on the My Profile Page and 
enter the following information: 

 Select the preferred e-mail address 
checkbox.  The system uses this 
information as the default when 
sending e-mail information. 

 Select the appropriate e-mail type 

 The following options are 
available for this field:  (Dormitory, 
Home, and Other) 

 Enter your e-mail 

 To add Additional e-mail 
addresses, click the Add E-mail 
Address Hyperlink and repeat 

 
 

 Navigate to the Phone Section on the 
My Profile Page and enter the 
following information: 

 Select the preferred phone 
number checkbox.  This 
information appears on 
pages throughout the 
system.  If you enter more 
than one phone number, 
you must select a preferred 
number 

 Select the Phone type 

 The following options 
are available for this field:    
(Cellular, Dormitory, Fax, 
Home, Main, Other) 

 Enter your Phone number 

 Enter your extension (if 
applicable) 

 Enter your country code (if 
applicable) 

  To add Additional phone 
numbers, click the Add 
Phone Number Hyperlink 
and repeat. 

 

 Click the Save Button 
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Latest Job Openings 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 On the Careers Home Page, 
navigate to the Latest Job Postings 
Section 

 Select the Job you wish to apply for 
by clicking on the Posting Title   

 You will be taken to the Job 
Description page. 

 After reading the description of the 
job. Click the Apply Now Button to 
apply. 

  

 

 

 

Resume Options 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 There are two choices for Resume 
Options: 

 Upload a New Resume 

 Apply without using a resume 

 Click the Continue Button when 
done 
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Resume Text 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 If you select the Upload a new 
resume option, you will have to do 
the following:  

 Click the Browse Button to open 
up the Windows Explorer 
Navigator 

 Browse to where your document 
is located and double click on it 

 Click the Upload Button 
 
 

 Enter the Resume Title for the 
position which you are applying 

 Select the Language Code 

 Click the Continue Button 
 
 
 
 

 

 

 

 

 

 

 

 

 

Preferences 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 
On the Complete application page you will 
see the position you are applying for: 
 

 You may view the position 
Description again by clicking on the 
posting name hyperlink 

 If you change your mind about 
applying, you may remove the 
application from your profile  

 You may choose to use a different 
resume with the application 

 It shows your name and address as 
you have entered it on your 
application 

 

 You may save your application at this 
point and continue later 

 
Note:  You may not Submit your 
application without completing the 
required questions related to you  
 
 
 

 Scroll down to the Preference 
Section of the Apply Now page 

 Enter the Desired Start Date 

 Check the willing to Relocate button if  
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Processing Steps Screen Shot 

you are willing to relocate 

 Check the willing to Travel button you 
are willing to travel 

 Select the How Often you are willing 
to Travel Button 

 Select Regular or Temporary 

 Select those days that you are willing 
to work 

 Select Full or Part-time 

 Select the Desired Shift (if applicable) 

 Enter the Minimum Pay (if applicable) 

 Select a Pay frequency 

 The following options are 
available for this field:  (B-Weekly, 
Hour, Month, or Year) 

 Enter the Currency Code (USD) 

 Enter the Desired Hours per Week 

 Select the First and/or Second 
Choice 

 Enter Comments Information (if 
applicable) 

 

 

Work Experience 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Select the Work Experience 
Hyperlink on the Apply Now Page 

 Navigate to the Work Experience 
Section of the Apply Now Page 

 Click on the Add Work Experience 
Hyperlink 

 
 
 
 
 
 

 Enter the Start Date, End Date, 
Employer, Ending Job Title, Ending 
Job Pay, Per (Pay Frequency) , 
Reason For Leaving, and 
Responsibilities, Supervisor Name 
and Telephone number of Supervisor 

 Click box (if applicable) 

 Enter the Address information of 
employer 

 Click on the Save & Return Button to 
return to the Apply Now Page 

 Or Save and add more  to add more 
employment information 
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Processing Steps Screen Shot 

 

 

 

 

 

 

 

 

 

 

 



HCM 8.9 External Applicant 
 DRAFT 
Develop Workforce BPG 

Last Revised: 01/29/08 Page 7 of 13 

 

Education History 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Navigate to the Education History 
Section of the Apply Now Page 

 Select the Highest Education Level 
that you have achieved. 

 The following options are 
available for this field:  (All But 
Dissertation, Associate Level Degree, 
Bachelor's Level Degree, Doctorate 
Level Degree, High School Diploma 
or GED, Master's Level Degree, No 
High School, Not Indicated, Post 
Graduate, Professional Certificate, 
Professional Degree, Some College, 
Some High School, Trade or Craft 
Certificate) 
 

 Click on the Add Post-Secondary 
Education History Hyperlink 

 Select the Country 

 Select the State 

 Select the School 

 Select the Major 

 Select the Degree 

 Enter the Average Grade 

 Click the Graduated Checkbox (if 
applicable) 

 Enter the Date Issued 

 Enter the Educator (if applicable) 

 Click the Save & Add More button to 
add additional Values 

 Click the Save & Return Button to 
save the information and return to the 
Apply Now Page 
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Job Training 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Click on the Add Job Training 
Hyperlink 

 
 
 
 
 
 
 
 

 Enter the Course Title 

 Enter the School Name 

 Enter the Course Start Date 
 

 Click the Save & Add More button to 
add additional Training 

 Click the Save & Return Button to 
save the information and return to the 
Apply Now Page 

 

 

 

 

Licenses and Certificates 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Click on the Add Licenses and 
Certificates Hyperlink 

 Select the License or Certificate 

 Enter the Issued By information 

 Enter the License/Certification 
Number (if applicable) 

 Enter the Date Issued 

 Click the Save & Add More button to 
add additional Values 

 Click the Save & Return Button to 
save the information and return to the 
Apply Now Page 
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Languages 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Click on the Add Languages 
Hyperlink 

 Select the Appropriate Language  

 Select a Speaking Proficiency 

 The following options are 
available for this field: (High, 
Moderate, and Low) 

 Select a Reading Proficiency 

 The following options are 
available for this field: (High, 
Moderate, and Low) 

 Select a Writing Proficiency 

 The following options are 
available for this field: (High, 
Moderate, and Low) 

 Click the Save & Add More button to 
add additional Values 

 Click the Save & Return Button to 
save the information and return to the 
Apply Now Page 
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References 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Click on the Add References 
Hyperlink 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Select the Reference Type 

 The following options are 
available for this field: (Both 
Professional and Personal) 

 Enter the Reference Name, Title, 
Employer, and Telephone Number 

 Enter the Address Information 

 Click the Save & Add More button to 
add additional Values 

 Click the Save & Return Button to 
save the information and return to the 
Apply Now Page 
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Applicant Questionnaire 

Navigation:    Careers      

Processing Steps Screen Shot 

 Please answer the following 
information as it applies to you and 
your experiences. 

 First set of questions are use to 
determine your eligibility to work. 

 The Gender, Veteran Status and 
Ethnicity questions are used for 
reporting purposes and do not 
determine eligibility to work. 

 Finally, the education and 
experiences questions determine 
your qualifications to do the job. 
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Referral Information 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Select a value from the “How did you 
find out about the job? field 

 Select a Sub-Source (if applicable) 

 Enter a Specific Referral Source (if 
applicable) 

 Answer “Are you a former employee” 
Question  

 If applicable, answer questions 
related to prior employment. 

 Click the Submit Button to save the 
information and complete the 
application process. 

 

Submit Online Application 

Navigation:    Careers 

 

Processing Steps Screen Shot 

 Navigate to the Self Identification 
Details Section on the Submit Online 
Application Page, read the statement 
carefully.  Answer the questions that 
follow it. 
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Processing Steps Screen Shot 

 Scroll to the Terms and Agreements 
Section on the Submit Online 
Application Page, read the Terms 
and Agreements carefully.  Select 
one of the following options: 

 I agree to these terms then 
click Submit 
     or 

 I do not agree with these 
terms, click cancel.  You will 
not be allowed to 
complete/submit  the 
application 
 

 The application process is complete. 
 

 
 


