
Online Job Application Process 
 
This document goes through the steps for “How to apply for a position” using the new application tracking 
system. 
 

• Apply for a position 
o From Current Position page, click on the “Title” of a position 
o Click on “Apply” button on the bottom of the page 

 
 

 
 
 

o First time user, click on “Register here!” to create a login or enter the credentials to login 
if already registered 

o If not first time user, the minimum qualifications of a selected position are displayed after 
login 

o Answer all the minimum qualification questions 
o To proceed for applying, user should meet at least one minimum qualification 
o Select the application you want to use to apply for a position or click on “Create New 

Application” to use a different application 
o Click apply 



 
 
                  

• Create an application 
o To create an application, from current positions page click on “Apply for Open Position” 
o First time user, click on “Register here!” to create a login or enter the credentials to login 

if already registered 
o Click on “Create New Application” to start a new application or click on “update” to update 

existing application 
 Enter the unique application name and click create 
 All the fields are mandatory in “Employment eligibility” section 
 “High School Details” section details are mandatory in “Education Details” section 
 “Current Valid Driver’s License” and “POST” are mandatory in “Georgia Licenses 

and Certification” 
 To add a work history, click on “Add Work History” and all the fields are 

mandatory. To save the work history details click save before clicking continue 
 All the fields are mandatory in “Veteran’s Preference” section 
 All the fields are optional in “Equal Employment Opportunity Information” section 
 All the fields are optional in “Upload Document” section. To upload the document, 

browse the file and click on upload file. Without clicking on upload, the file 
doesn’t upload 

 To complete the application, signature must match the username when 
application was created.  

 User can go back and forth in this process by clicking back button 
 
 
NOTE: At this point, you have only created your on-line application. You must now GO BACK and 
actually apply for the vacant position.  You will receive a confirmation email once you have 
successfully applied for a vacant position.  

 
• Apply for a position after login 

o On home page, click on “Apply for Open Position” 
o click on the “Title” of a position 
o Click on “Apply” button in the bottom of the page 
o Answer all the minimum qualifications questions 
o To proceed for applying, user should meet at least one minimum qualification 



o Select the application you want to use to apply for a position or click on “Create new 
application” to use a different application 

o Click apply 
 

• To view the application, click on the application name in home page 
• Status of the application can be viewed by clicking on “Job Application Status” in home page 
• To update user profile details or to change the user email address/password, click on UserName 

link on the top of the page in Home page 
 

 
 
 
 
 


