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This presentation will take approximately 20 minutes.

Click on your mouse to go to the next slide

OR click onthe » box at the bottom of each page.

To go back a slide
click onthe [ box.




Section 1:

GetttingSStaeted

After reviewing this tutorial, you will be able to use the system to:
1) Learn about opportunities at Broward College

2) Complete an application for employment

3) Apply for specific position(s)

4) Attach a resume or other document to your application for each
position

5) Log in to the site to view your status for each position to which
you have applied

6) If you have any questions, or require special accommodations,
please call the Recruitment Office at 954 -201 -7450 or email
jobs@broward.edu



mailto:jobs@broward.edu

Ibems Pé-Gakher Beflope Begimmingd Yaoukphppdication:

1) Your complete cover letter, degree/transcript (unofficial), resume, and
reference information

2) An electronic (either Microsoft Word or PDF) copy of any document (such
as a resume) you wish to attach to your application.

HellpfulHints:

1) Do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site. This may cause unexpected results, including loss of data
or being logged out of the system. Please use the navigational buttons
within the site.

To protect the security of your data, the system will log you out if it detects
no activity for 60 minutes. Please do not leave your computer for more
than 60 minutes while completing your application for employment.

Nowy You'YeoReady Fo BegimThe Tulional!B e g |




Frequently Asked Questions

Q) Where do | begin?

A) To begin the application process, please select a user name and password that you
will easily remember. You should write down your user name and password, as you
will need it to apply for other positions or check the status of your application the next
time you visit the site.

Q) What information will | be asked to provide?

A) You will be asked to provide personal information such as name, address, phone
number, etc. You will also be asked to provide information about your education and
previous employment, as well as contact information regarding your employment
history and references. Please gather this information before beginning the
application.

Q) What if | want to submit a resume, cover letter, or other document?

A) You will be able to submit a unique resume, cover letter or other document each
time you apply for a position, if you choose. You may attach a different resume for
each position you apply for. This proce
positiono button awmspecifcguesiians. any positio




STEP 11 Creating Your Login ID
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Home
Senrd Postings Welcome, and thank you for your interest in a career with

Create Application Browa rd CO' lege! C I
Login

l ck the ACreat s

to select a User Name and

On January 5, 2009, Broward College will begin using our ney
tracking software. For jobs posted prior to that date, pleast Pass_wo_rd and to create your
application.

Broward College
Home Page

Campus/Map

For jobs posted on January 5, 2009 and thereafter, click on
hand side navigation bar of this screen.

HR Home Page
Benefits

Equity & Inclusion
FAQs

Security of Your Data

Veteran's Preference

To be considered for any position with Broward College, you must apply online through this website.
Flease read this page and refer to our Frequently Asked Questions before you begin the application
process.

Applying for any open position at Broward College is a two (2) step process:

1. New Users select Create Application Form from the links on the left or search postings by clicking
the Search Positions link at the left (you can search open positions prior to completing an online



Creating Your Login ID (cont.)

What if I have already created an application?

If you have already created an application with the online employment system and wish to update your information, please
dick the “loain using your existing wser name” link below to login with the user name and password that you used when you
created your application,

For security purposes, this system automatically logs vou off when it senses no activity for 60 minutes,

Please do not use your browser's Back”, Forward” or Refresh” buttons to navigate the site, Use the navigational buttons
within the site,

If you have already created a user name for Broward College, please |ogin using your existing Lser name

Select User Name and Password:
Select User Name:
Use between & and 20 letters or Userhiame Create a User Name
numbers,
Password:
Use between & and 20 letters or peranens ]
numbers. Crefate a password that you will

easily remember. You will be

required to re-enter password.
Re-enter Password: (III11T1]

After typing your
CONTINUE TO PAGE 1 OF EMPLOYMENT APPLICATION == — information CIiCk the

¥ Security Information hcontinueo blutt o

Or click here to to the next page.
cancel.

CANCEL




Creating Your Login ID (cont.)
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You will need your user name and password to check the status of your application or apply for other
positions the next time you visit the site.

Before beginning your application, please enter a question and answer that only you knowe. If you forget
your password when returning to the site, the system will reset it ance you answer this question
correctly.

Select a question to
which you will easily
The question and answer are case-sensitive. remember the answer.

This question and answer will not be part of your employment application.

“Reguired information is denoted with an asterisk,

Your Question and Answer
= Pleasg choose an account access What wag the color of your first car? [1]
question:
- Browin ——>| Type the answer here.

*Required information is denoted with an asterisk,

| SAVE AND CONTINUE TO NEXT >> |

| SAVE AND STAY ON THIS PAGE | [ExxT] T

Click here to go to the next page.




Creating Your Application

This process consists of se
pages) of information. Each page will also have information
t hat you may need to nAscroll

To scroll down the page,
use your mouse and the
Ascroll bar o he
press the nPage
on your keyboard.

Questions with asterisks
next to them are required
guestions and must be
answered to continue to
the next screen.




