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How to apply for a specific job if you already have an account 

 
1. Click on the job title of the position you are interested in applying for on the 

job openings page. 
 

 
 
2. Review the job posting and then click on the ‘Apply’ link. 
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3. Login using your previously created username and password. 

Note:  If you forgot your username and password, click on the ‘I Forgot My 
Password’ link and it will be e-mailed to you. 

 
 
 

4. Click on the position title in the box in the center of the page.   
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5. Once your Job Application Profile opens, review the information and make 

sure it is correct. Click the ‘Save & View Application’ button to continue. 
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6. Review the entire content of your job application to ensure that no corrections 

need to be made.  Click the ‘Go to Step 2:  Agency Wide Questions’ button 
to continue. 
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7. Since you have previously answered the agency wide questions, you may 

click the ‘Populate’ button to automatically populate the answers with your 
most recent responses.  However, you may answer the questions again if you 
would like.  Click the ‘Save and proceed’ button at the bottom of the page to 
continue.  

 

 
 
8. Answer the supplemental questions and click the ‘Save and Proceed’ button 

at the bottom of page to continue. 
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9. Review all the information that you entered in your application and confirm 

that it is correct.  If you need to correct anything, click on the edit link to do so.  
After reviewing your application, click the ‘Confirm Application’ button at the 
top or bottom of the page. 

 

 
 
10. Click the ‘Accept’ button to certify and submit your application. 
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11. After you certify and submit your application, you will receive the following 

message to confirm your application has been received. 
 

 
 
Be sure to logout of your account after you apply. 
 


