
 

 

• This is the first page after you press Employment 

•  New or Returning Users can press SEARCH POSTINGS to find the position 
and apply for the specific job 

To find position and       
apply for job 



 

 

• Choose the category and leave everything else as ANY 

• Press SEARCH or CLEAR RESULTS to check other categories 

Choose a category 
and press Search 



 

 

• To view a specific job description, press “View” (below the title of the 
position of interest) 

   View Job 
description 



 

 

• To apply for the specific position, press APPLY FOR THIS POSTING 

To apply  



 

 

• If new applicant press: Fill out a new Application 

• If already have a user name and password enter the information 

• Press LOGIN 

   New 
applicant 

  Enter Username  
            and  
      Password 



 
 
 

• Complete or Review information and make changes if necessary 

 

 

  Fill out Personal information 



 

 

• Complete High School Education Information 

• Demographic Information (Voluntary) 

   Fill out High School 
Education Information 



 

 

• Verify if you meet any Veterans qualifications or  choose “I do not qualify” 

Review Utah Veteran’s  
           eligibility 
 



 

 

• Complete Educational, Employment History and Additional Information 

• If you answer NO to any of the additional information questions, make sure 
to type N/A in each box 
 

 

 

Educational Information 

   Employment History 

If you answer NO, type            
       N/A  



 

 

• If you answer NO to any of the additional information questions, make sure 
to type N/A in each box 

• Check mark “Certify changes and save application” 

• Press CONTINUE 

 

If you answer NO, type      
 N/A 

Check Mark 

Press Continue 



 

 

• Answer Supplemental Question(s) 

• Check mark the statement under Certify Application 

• Press SUBMIT ANSWERS TO SUPPLEMENTAL QUESTIONS WITH MY 
APPLICATION 

Answer Supplemental                 
question(s) 

Check Mark 

Press Submit 
answers 



 

 

 

 

 

 

 

 

• Press CONFIRM 
 

 

 

 

 

Press 
Confirm 



 

 

• You can attach or remove documents by pressing the appropriate feature 

• Once the document is attached you can also view it 
 
 

 

 

Attach or remove 
documents 

    View 
document 



 

 

• Please make sure to have the documents you will need to apply for the 
position. First, press Browse, then highlight the document press Open and 
press ATTACH 

 

 

 

 

 

 

 

 

Browse document then 
press attach 



 

 

• Please review this paragraph 

• Press CONFIRM ATTACHING DOCUMENTS  

• Make sure to follow the same instructions for all the documents 

 

Press to confirm 
document 

Please review this 
paragraph 



 

 

• If all the documents are attached, press FINISHED ATTACHING DOCUMENTS 

 

 

Press FINISHED  



 

 

• Finally, If all the documents are attached, you need to press YES, but if for 
any reason you need to attach more documents later press NO. 

• Once you press YES you will get a confirmation number, and your status will 
change to in progress, meaning under review by the department. 
 

 

Press YES or NO 
according to need 


