Welcome to the
Brookdale Community College

Online Employment System
Applicant Tutorial



Online Employment System Training
for
Brookdale Community College Applicants

This presentation will take approximately 20 minutes.

Click on your mouse to go to the next slide

e » box at the bottom of each page.

To go back a slhid
click on the M| box.




Section 1:

Getting Started

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




Items To Gather Before Beginning Your Application:
1) Your complete education, reference, and employment information

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

Helpful Hints:

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.

2) 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.

Now, You're Ready To Begin The Tutorial!




Frequently Asked Questions

Q) Where do I 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 I 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 I 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 process occurs AFTER you click the “apply to
position” button and answer any position-specific questions.




STEP 1 -

Creating Your Login ID
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Welcome to the career site for
Brookdale Community College!

The application process has been automated and can be completed on-line. With this process, you will
ot only be able to apply for a position on-line, but you may also use the same on-line application o
Nply for other positions that become available at the College. In addition, you will also be able to login

LsINg your personal username and password to review the status of your application during the

recritment process.,

Please gke a few minutes 1o learn more about the on-line application process before you create your
applicatioy and take advantage of the Breguently ssked Cuestions (FAQ's before getting started.

Mevws Users

« To searc\ positions,
+« Toapply fix a job, cl

Returning Users

« Click Login, and 2
s This enables you oo\

lick the Search Postinags link ot =ft

Click the “Create Application” link to
select a User Name and Password
and to create your application.

< Edit your existing application.
< Apply o new jobs without re-entering your application infor mation.
< Review the status of positions you have applied to.

If you have questions, please email the Human Resources department at hrdept@brookdalecc.edu or call

o W b s M b o Lo




Creating Your Login ID (cont.)

Social Security Mumber:

Please enker wour Social Security
Mumber For werification. IF wou do nok

4 have a Social Security Murber, ar do I—
. . *khkkkkhkkkk
nok wish to provide one, please

contack Human Resources, Mo

hyphens please (e.q.

Help

Select User Name:

Use between &6 and 20 letkers or

numbers,

Password:

Use between &6 and 20 letkers or

numbers,

Re-enter Password: |

123456789)

Enter your SSN

| Samplename

Create a User Name

I *kkhkhkhkkikk

Create a password — you will type
this word twice, but only *** will
appear to protect your security

*khkhkhhkkkx

COMTIMUE TO PAGE 1 OF FACULTY & STAFF APPLICATION ===

CANMCEL I

Or click here to
cancel.

T

% Security Infarmation

;Ej Done

After typing your
information, click the
“continue” button to go
to the next page.




Select User Name:

Creating Your Login ID (cont.)

Use bebween 6 and 20 letkers ar

nurnbers.,

Password:

IUse between &6 and 20 letters or

numbers,

Re-enter Password:

| Samplename

Create a User Name

I *khkkkkikkkk

Create a password — you will type
this word twice, but only *** will

I *hkkkhkkhkkkikk

appear to protect your security

CONTIMNUE TO PAGE 1 OF APPLICATION =+

CAMNCEL DE—

Or click here to
cancel.

% Securiby Information

@ Done

After typing your

information, click the
“continue” button to go
to the next page.




Creating Your Login ID (cont.)
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| o Type a question to
You will need your user name and password to check the status of your application or appl

positions the next time you visit the site. Wthh you W|” easny

Before beginning your application, please enter a guestion and answer that only you know. remem ber the answer.
vour password when returning to the site, the system will reset it once you answer this qug '

correctly.

This question and answer will not be part of your employment application.
The guestion and answer are case-sensitive.

*Required information is denoted with an asterisk.

Your Question and Answer
.+ Please enter a question (e.qg. What is . S ]
my mother's maiden namer): y pet’s name

4+ Please enter the answer to your |SDOt < Type the a nswer here .

question:

*Required information is denoked with an asterisk.,

SAVE AND CONTINUE TO HEXT =

SAVE ANMD S5TAY ON THIS PAGE

Click here to go to the next page.




Creating Your Application

=
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- B 8 This process consists of several separate “pages” (or web
- ¢ pages) of information. Each page will also have information
| that you may need to “scroll down” to access.

. msnY

L Go

Ik, Messenger ,3 My MSM

MBROOKDALE ... coecrvonmo

+ Welcome, You are logged in. Monday, March 13, 2006 |

Create Application

Fage 1 of5

Far securit:.r puUrposes, this s:ystem autamatically logs you off when it sensdg TO ScrO” down the pagel use your
FPlease click either the Continue or Return buthon at the bottom of the =d mouse and the \\ScrO” bar" here (Or

o avoid losing your data.
*Required inforrnation is denoted with an asterisk, Simply preSS the h Page Down" key on

your keyboard.

Firskt Mame:

Middle Marne:
Lask Mame:
Address:
Ziky:

State (enter MA iF a non LU.5, address):

i A




Creating Your Application (cont.)

=

22 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

@Back - s |il-| @ _;\J /.__\Jsearch i'j'\‘/ Favarites @j 2 - ,‘J__;'_ - —J G ﬁ ﬁ

: Address |ﬁ§| htkp: fftestel  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42305020165 Vl Go

M* - | Vl ‘,'C search = .# Highlight ﬁ:.' Cpkions [ ] Pop-ups Allowed  + ol Hotmail &%, Messenger .Q Iy MISH

You may quit the application process at [ A l?";-*i |fiiﬁ
any time by clicking the “EXIT” button. || Once you have completed this
| section, click here to go to the

LY LI L= =L L= i i P T neXt page.

Are wou related to anwvone working 3
Erookdale Community College? Oves Ono & no Responss

If "¥es", please provide the name,
relationship, position and department: | \

(IF "Mo", Enter MfA.0
*Required information is denoted with an askerisk.

<< SAYE AND RETURN TO PREYIOUS I SAVE AND CONTINMUE TO NEXT ==

SAVE ANMD S5TAY ON THIS PAGE EXIT

MOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are Finished.

Brookdale Community College + Hurman Resources Departrnent
7EE Mewrmnan Springs Road * Lincroft, M1 07732-1597
Equal Opportunity Saffirrmative Action Ermployer




Creating Your Application (cont.)
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The first screen displays our Personal

|+ welcame. vou are logged in, Information screen, where you enter your
name, address, and other similar
information.

Create Application

Page 1 of 6

For security purposes, this system autornatically logs yvou off when it senses no activity for 60 rminutes,
Flease click either the Continue or Return button at the bottom of the screen every 60 minutes in order
to avoid losing your data.

*Required information is denated with an asterisk,

Personal Information

*  Firsk Mame:

Middle Hame: Questions with asterisks next to
Last Narme! them are required questions and
Address: must be answered to continue to
City: the next screen.

Stake (enkter MA iF a non .5, address): ‘

Tim A




Error Messages
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e ——— [ you've forgotten to complete

» Welcome, You are logged in.

Create Application

Page 1 of 6

! This page has errors that must be corrected before yo e. H
these errors before proceeding.

For security purposes, this system automatically logs you off when it senses no activity

Please click either the Continue or Return button at the bottom of the screen every 4

any “required fields,” you will
get an error message at the top
of the page.

The “required fields” that you
need to complete will be
highlighted in yellow.

to avoid losing your data.

*Required information is denated with an asterisk,

Firsk Mame:

@ This is a required Field, Please
complete Field before continuing,

Middle Mame:

Lask Mame:!

Personal Information

@ This is a required Field, Please
complete Field before continuing,




Error Messages
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required to werify yvour emplovment
eligibility and identity within 3 days
after reporting to work,

{:} Yes {:} [ [u]

@ This is a required Field, Please
complete Field before continuing.

Have wou ever been emploved by
Brookdale Comrunity College?

'Cz' Yes "C:' [ [u]

@ This is a required Field, Please
complete Field before continuing,

If "Yes", please provide the dates of
employment, department, and position:
(IF "Mo", Enter MiA. )

Are you related to anyone working at
Erookdale Community College?

{:}' Yes {:}' Mo

@ This is a required Field, Please
complete Field before continuing.

If "ves", please provide the name,
relationship, position and department:

(IF "Ma", Enter M.

*Required information is denaked with an asterisk,

<< SAVYE AND RETURN TD PRE¥IOUS

# Highlight

@ Mo Response

@ No Response

@ MNo Response

ﬁ:_' Options

e Gu:u
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To continue completing your
application, click Save and
Continue to Next>>

SAYE AND CONTINMUE TO NEXT =2

SAYE AND STAY ON THIS PAGE




Voluntary Information
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The second screen displays our Voluntary
Demographic Data screen. The information in
this section is voluntary, but is greatly
appreciated — your information will remain
anonymous and is used for reporting

Page 2 of & purposes only.

Brookdale Community College prohibits discrimination on the basis
gender, sexual orientation, dizability, ancestry, age, marital status

+ Welcome, You are logged in.

Create Applicatio

The information you enter on this
for reporting purposes only, Response to this inguiry is entirely vl Screen Wi" have abSOIUtEIy no bea ring

The College must provide information on ethnic diversity to state 3

adverse effect on the evaluation of your qualifications for a posifior

on any employment-related decision.

The information provided on this form will not be part of youy/emp
available o any department considering you for ermployme

purposes only. Click Save and Continue to Next>> to

*Required information is denoked with an asterisk., CO nti n ue .

Yoluntary Demographic Data

) white
2 Black
(R O AsianfPacific Islander
Drefinitions (2 american Indian/Alaskan Mative




Creating Your Application — Education
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— On this page you will list your

« Welcome, ¥ou are logged in. ed Ucatlonal eXperience-

Create Application

Page 3 of 5

Please enter your education history, starting with High School. Include YYocational School, College and
Graduate School if applicable. When finished, click on the Sawve and Continue to Next Page:
at the bottom of the screen.

*Required information is denoked with an asterisk.,

High School Information

4+ Did wou graduate From High School or O ves O Mo

receive a GED? @ Mo Rpsfionse

Mame of High School, Ciky, Stake:

Mumber of vears completed: | |

Post High School Education

Mame of | |
school/College /University:




Creating Your Application — Education
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On this page you will list your work
experience.

*Required information is denoted with an askerisk.

Work Experience

Current or most recent title:

Ernployver Mame:

Eusiness Address:

Fhaone Murber:
(Format; mc-mecx-m)

Eegin Date: Cryvy

End Dake (leawve blank iF still employed): vy

Erief Description of Duties:

Final Salary:

Supervisor Mame:

Reason for Leawing:




Creating Your Application - References
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» Welcome, You are logged in. Monday, March 13, 2006 |

On this page you will list your

Create Application / )
reference information.

FPage S of &

Please enter the information for three (2) professional references. When finished, click on the Sawve and
Continue to Next Page> > buthon at the bottom of the screen.

*Required information is denoted with an askerisk.

References

Mame of Reference: | |

Pasition) Title: | |

Business Address: | |

Phiorne Mumber:
Fonmat, xxx-xxx-xxxxt

Email:

Haoww do wou know this reference?

Name of Reference:




Creating Your Application — Additional Information
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+ Welcome, You are logged in. Monday, March 13, 2006 |

Create Application On this page you will list
additional information related

Please answer the following questions and click Sawve and Continue to Next Page at the bg to Ilcenses and Other

information.

*Required information is denoted with an askerisk.

Additional Information

List any honors and distinctions wou
hawe.

Fage o of 5

Friend {name) |

Adwvertisement {name) |

Employees {name) |

I learned about opportunities at Internet site (name) |

Erookdale From the Following:

Agency (name) |

Relative {name) |
wialk In

OO0o0o0ood




The Online ‘Consent’ Form
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To certify your application, click Continue. To edit the application, click Edit. To exit the application
without making any changes, click Cancel.

Edlit My Information cvewsppig  YOU Will electronically “sign” your
application by clicking here.

I understand that a false statement on this application or accompanying resume or curriculum vitae is
sufficient cause for denial of employment or dismissal from employment.

The Immigration and Contral Act of 1986 requires Brookdale to certify the identi wark eligibility
of all new employees. Therefore, if offered employment at Brookdale Co ity College, T will
present docurmentation to establish my true identity and eligibili ork before I can be employed,
and if employment eligibility expires, I will present docum on 1o update and verify my eligibility.

After an offer of employment is made certairrpositions require a medical examination. If I am offered Then CIle here to Continue

such a position, Brookdale Comimu ollege will make the arrangements for an examination, if
appropriate,

I aut‘r‘u:nrlze Br ale Community College to seek any |r'|ﬁ:|rmatu:|r'| releval g an employment
o previous ermployvers, persons, schools or ar

® Certify changes and save application

CAMNCEL | CONTINUE

Page 1 of &




Certifying Your Application
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MBROOKDALE ..., coe oronmous

« Welcome, ¥ou are logged in.

Click Confirm to certify that your

COW answers are correct.

Confirm edits.

Certify changes and save application

GO BACK |I COMNFIRM I

MOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.

Erookdale Community College + Human Resources Drepartment
7EE Mewrmnan Springs Road * Lincroft, M1 07732-1597
Equal Zpportuniby fafirmative Action Employer




Search Postings

=

22 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

@Back M > |il-| @ _;\J /.__\Jsearch i'j'\‘/ Favorites @3 <] ~ kd__;_,_ | _J G ﬁ ﬁ

: Address |ﬁ§| htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42306859319 Vl Go : Links e

M* - | Vl ‘,'C Search  ~ .# Highlight ﬁ:.' Options

After finishing your application,

5512124010 14D YA\ M SRR | \ou will automatically be taken

to the home page.

HOME
SEARCH POSTINGS + Welcome a, a. You are logged in. Monday, March 13, 2006 |

APPLICATION STATUS
EDIT APPLICATION
PEEYIEW APPLICATION
CHAMGE PASSWORD
LOGOUT

Application Status
Login Successful!
The table below lists the positions you have applied to.

« Toremove your application from consideration for a position, click on the Withdraw
Application link for that position.
(Mote: If you withdraw your application, you will NOT be able to apply in the current
search for the same position]).

You have not applied to any positions. Please apply for a specific posting
by clicking Search Postings, viewing the Job Details for a specific
position, and applying for that position.

MOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.

Erookdale Community College + Human Resources Departrment
FEE Mewrnan Springs Road ¢ Lincroft, M1 07733-1597




Section 2:

Applying for a Position
Step-by-step instructions

on how to apply for positions

ou have completed your
application, it's time to begin applying for
position(s).




Applying For A Position
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Home You begin the process by

SEARCH POSTINGS + ‘Welcome a, a. ¥ou are logged in.

APRLICATION sTATUS searching for a posting.

EDIT APPLICATION =
PEEYIEW APPLICATION Sea rCh POStI ngs

CHANGE PASSWORD | Click "SEARCH" to bring up a list

LOGOUT To view open postings, please enter your search criteria below. You may

specifying any search criteria and clicking on the Search buthon, of a" Open pOSItlons

wiorking Title Job Tikle

Job Category

I SEARCH I CLEAR RESULTS

MOTE: To protect the sacurity of your application information, please logout of the site and close your browser window
when you are finished.

EBrookdale Cormrnunity College + Hurnan Rezources Departrnent
FEE Mewman Springs Road ¢ Lincroft, M1 07735-1597
Eaqual Cooortunity fARrmative Action Emolowver




Applying For A Position (cont.)
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HOME Search Res
SEARCH POSTINGS

LR To wiew the position details and/or apply to a position, Aick on the “iew apply' link below the Job Title,

EDIT APPLICATION To sort, click on the arrow next 1o the column title,

PREYIEW APPLICATION

CHANGE PASSWORD RETURNING USERS (Flease STOP and read imgortant message!)

LOGOUT
If vou need to edit your application infegfmation before applying for a position, please click on the
'Edit Application' link on the left hand sie of margin. vYou will not be allowed to change your application
information after you have applied a position.

/ Search Results

- Job
I .- . i Working o 3 Job o |
G Position Title G Title hd ggte: LV | G Category G Departmenkt

14 Records

Professor Professor- .
View A English 03-03-2006 Response Faculty Sarmple OFfice

Professor A Mo

Yiew/ Appl Professor & 03-02-2006 Response Faculty Sample OFfice

Professor 5 Professar S 03-02-2006 hla

View /Appl Response Mo Response Sarmple OFfice

Professor 1 Professor 1 03-02-2006 Mo

View/Appl Flerperes No Response Sample OFfice

Professor of 9
Wirw il

FProfessar 03-02-2006 Full-Time Faculty Sarmple OFfice




Applying For A Position (cont.)
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TO apply for this pOSitionl CIiCk here' hs [ ] Pop-ups allowed = < Hokmail .};Messenger ,E My ISk
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HOME
SEARCH POSTINGS + Welcome a, a. Ypu are logged in. Monday, March 13, 2006 |

APPLICATION STATUS

EDIT APPLICATION J -
ob Details
PREYIEW APPLICATIOM

CHANGE PASSWORD
LOGOUT Return 1o Search Results .5 Printer-Friendly “ersion

v

APPLY FOR THIS POSTING

The Position details are listed here.

Position Information

Job Title Professar A
Working Title Professor A
Requisition Mumber aozz2
Department Sample Office
Locakion Mo Response

Job Descripkion
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Answering Supplemental Questions

22 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

@Back M =

a — 0
x| & @u - search 2 Favarites &)

-~ =
—
T

: Address @ htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42306859319 hd Go

msn¥ -

~ D Search -~ @ Highlight A3 Options [ Pop-ups allowed = o) Hotmail 2%, Messenger |2 My M3N
Fa 1

MBROOKDALE ... coecrvonmo

HOME

SEARCH PODSTINGS
APPLICATION STATUS
EDIT APPLICATION
PEEYIEW APPLICATION
CHAMGE PASSWORD
LOGOUT

Supplemental Questions

Professor A

You have not completed applying for this position -- Your application is not eligible
for review until you receive a confirmation number.

In order for your application o be reviewed for this position, please answer the following supplemental questions,

check the certify statement, then click the Submit
If vou do not wish to be considered for this specifid

It is recornmended that you do not use your browser's "Back”, "Forw
exizting window . Thiz rmay cauze unexpected results, including loss of

*Required information is denoted with an asterisk.

Answers to Supplemental Questions... buthon,

Answer any supplemental
questions here.

Note: not every position will

have supplemental questions.

@ Mo Response

* Do you like working with woung adulks? ) ves

{:}ND

ORI Response

* Do you expect ko work everyday? ) ves

) Mo




Answering Supplemental Questions (cont.)
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23 Brookdale Community College Job Site - Microsoft Internet Explorer

File Edit Miew Fawvorites Tools  Help

B - =y T " N oo T bk
QBack - > » ‘,.: il | S Search ‘;;’_\f:’ Favarites 6’21 = Ty “ ii .4‘5

: Address :Ej http: fftestal  peopleadmin, comf applicantsfispfsharedfframeset /Frameset . jsprtime=1 142306859319 il a Go

mi‘.l’ - A 4:-' Search  ~ _# Highlight ;l:_? Opkions [ Pop-ups allowed  ~ ) Hokmail .;l; [Messenger 3 ey FSE

Just as when you initially
RICIETE Supplemental Questions A g
SEARCH POSTINGS created your application, you

APPLICATION STATUS () Mo Response

FDIT APBLICATION * Do you like working with woung adults? ) ves Wi II eIeCtronica”y “Sig n" you r

PREYIEW APPLICATION

CHANGE PASSWORD © e application by clicking here.

LOGOUT (¥ Mo Response

* Da you expect ko wark everyday? ) ves

{:}ND

* wWhat is vour teaching philosophy?

Then click here to submit your
answers to the supplemental
all infor mation provided herejpA truel qUQStlonS Wlth your appllcatIOH.

In order for your appli n o be reviewed for this position, please answer the supplemental questions
and check the b the left indicating that you agree with the certify statement abowve.

SUBMIT ANSWERS TO SUPPLEMENTAL QW

Or click here to cancel applying
CAMCEL APPLYIMG TO THIS POSTING to this pOSitionl




Attaching Your Document

r — o
23 Brookdale Community College Job Site - Microsoft Internet Explorer g|

© Ele Edit Aiew Favoribes  Tools  Help Some pOSitionS Wi” aSk for you
Qe - O [H Bl @ PO e Jprans &) ‘- @ | to attach a resume, cover letter,
i Address :EIhttp:,l',l'testﬁl.peopleadmin.cc-m,l'applicants,l'jsp,l'shared,l'Frameset,l’Frameset.jsp?time=11423068593 Or Other docu ment to your
m"_'.l' - ~ ﬁSearch = _# Highlight ﬁ:.' Options [~ | Pop-ug application. If you Wish to do

CEBROOKDALE so, click “Attach” next to the

relevant Document Type.
HomE ocuments. R In order to attach a document,

SEARCH POSTINGS . e
APPLICATION STATUS MOTE: Most docurnents will retain their aoriginal for rmatting whe you Wl" need tO have Saved |t N

R —— Microsoft Word document, the following are steps you can ta

t( -
Sl | FOF format properly an electronic format such as a
f;::ﬁ: PASSWORD Please use "standard" fonts, such as Times Rew i Word docu ment Or a PDF flle

Avoid the use of complex tables and shading

Avoid the use of several colurmns in one docupient., (see next Sllde).

Avoid embedded images, such as picthures graphics

Cnce you have attached your document, plgase click the Yiew link o verify that it uploaded correctly.
If your docurment appears to have formgiing problems, please click the Remowe link to remove the
docurment, then adjust your document/As needed by following the tips above and reattaching it

3 Records
_ Attach / Document Attached Document Yiew
B Reauired | gemove (‘Type’_‘Date’_‘Time’)
* Resume

Zower Letker

Akkach Cther Document

ATTACH ADDITIONAL DOCUMENTS LATER




Attaching Your Document (cont.)

22 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

GBack M =

- - o
x ,ﬁ,: _I\J P ! search < 7 Favarites E}

: Address |ﬁ§| htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42306859319

v|Go

. msn¥ - |

HOME

SEARCH PODSTINGS
APPLICATION STATUS
EDIT APPLICATION
PEEYIEW APPLICATION
CHAMGE PASSWORD
LOGOUT

Eeturn to Previous

~ | }_-‘ Search  ~ .# Highlight ﬁ:.' Options [ Pop-ups allowed = <) Hokmail ..‘-; Messenger ,2 My MSM

If your docurment is in Microsoft Word or PDF format, please use the Upload
docurment. Otherwise, please use the Paste feature.

Upload a new Resume:

Click here to search your
computer’s hard drive or a
floppy disc.

To upload a Microsoft Word or PDF document, clic owse, then select
and click Open. Your document must be less tha

=

B in gize. Click Attach when you are finished.

Mote: If your document is MOT in Microsoft W or PDF format, please copy and paste the text of your

document below.

File: | | [(Browse_?

ATTACH Or, copy and paste the text of
- . _ your document here. Note that
aste a new Resume: using this Paste box will not

Enter {or copy and paste) the text of ocument in the 1

frishedt preserve the formatting of your
| documents (fonts, etc.)




Attaching Your Document (cont.)

A pop-up screen will open and you
can search for your resume.

Choose file

Look in: For example - Double click

=4 314 Floppy (A:) on 3 2 Floppy A: to

A v Local Disk (C:) search a disk.
History 55/ Compact Disc (D)

Select the g

S
location of 1&?
your file [P

My Documents
My Computer

My Network P... I
Files of type: [l Files (=) v |
7



Attaching Your Document (cont.)

Choose file

Look in: | =4 3% Floppy (4:) | &« & k-

Click on the file name of
‘ \ your resume

History

@@

Deskto

My Documents

My Computer

€

My Network P...

File name: Then click “Open” here Spen
Files of type: All Files [%.%) Cancel




Attaching Your Document (cont.)
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‘23 Brookdale Community College Job Site - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help

2 - — 1
3 - 1 Y )] = . &
e Back = o ,y: (al | &~ Search 7.i Favorites {;{

: Address |.€E| http:fftestal  peopleadmin, comfapplicants fispfshared/frameset fFrameset, jsp?time=1 1 42306852319 ‘Vl [€1a] : Links e

msn®. - | vl J0 search - # Highlight A7) options [ | Pop-ups Allowed  ~ ool Hotmail 3%, Messenger |2 My MSH

HOME
EESECRIEGISUIRIGE Return to Previous
APPLICATION STATUS
EDIT APPLICATION
PREVIEW APPLICATION
CHANGE PASSWORD
LOGOUT

If your document is in Microsoft Word or PDF format, please use the Upload feature to attach your
document. Otherwise, please use the Paste feature.

Upload a new Resume:

To upload a Microsoft Word or PDF document, click Browse, then select the file you wish to upload
and click Open. Your document must be less than 2 MB in size. Click Attach when you are finished.
MNote: If your document is NOT in Microsoft Word or PDF format, please copy and paste the text of your
document below.

File: |C:'|,D0cuments and Settir“ Browse. . |

. Confirm your attachment by
e clicking “Attach” here.

Paste a new Pesume:

Enter {or copy and paste) the text of the document in the text area below. Click Attach when you are
finished.

Text:




Attaching Your Document (cont.)
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22 Brookdale Community College Job Site - Microsoft Internet Explorer
File  Edit ‘iew Faworites Tools  Help

T

: - — n E
GBack M = | x ,ﬁ,: _I\J P ) search i"\'/ Favoarites 6‘3 -

: Address |ﬁ§| htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42306859319 Vl Go

: M" - | vl ‘,'C Search  ~ .# Highlight ﬁ:.' Options

MBROOKDALE ... coecrvonmo

[ Pop-ups allowed = <) Hokmail ..‘-; Messenger ,3 My ISk

HOME

SEARCH PODSTINGS
APPLICATION STATUS Confirm
EDIT APPLICATION

PEEYIEW APPLICATION
CHAMGE PASSWORD
LOGOUT

Attach Documents - Professor A

Fetrn o Previous

You have not completed applying for this position!
Your application is not complete until you receive a confirmation number,

To permanently submit this document 1o your application for this position, click the Confirm... buthon at
the bottom of the screen.

To cancel attaching this document, please click the Return to Previous link on this screen.

Crnce you click Confirm and Fnish Attaching Documents, yvou will not be ahle to attach any further
docurments o vouwr application for THIS position,

Document Type ) L : S
Professor A Fesumea Fesume_0O CI|Ck “Conf”‘m AttaChlng
CONFIRM ATTACHING DOCUMENTS 4—17 Document" here.




Attaching Your Document (cont.)

23 Brookdale Community College Job Site - Microsoft Internet Explorer

File Edit Miew Fawvorites Tools Help

2 - — n
3 = 1 b7 \ = i
Q Back . x ,ﬁ,: Tl | o~ Search 7. Favorites w@?

: Address @ htbp:fitestel  peopleadmin, comfapplicants fispfshared/frameset/Frameset . jsprtime=1 1 42306859319

M" - L ‘C‘ Search  ~ .# Highlight l*\r:_' Options [ ] Pop-ups allowed

To attach additional documents,
e D otuments IIIIII——click another Attach link for the

if::_f::TEI.erI:'TE:Tus MOTE: Most docurments will retain their original formatting when uplo relevant document' In Order to
Microsoft Word document, the following are steps you can take o hel

EDIT APPLICATION PDF format properly: Com plete applylngl you mUSt

PREYIEW APPLICATIOMN

CHANGE BASSWORD Please use "standard" fonts, such as Times New Roman, asrial an attaCh a” reCIUIFECI dOCU mentS.
[Malallns Avoid the use of cormplex tables and shading
Avoid the use of several colurmns in one docurment.,

Avoid embedded images, such as pictures or graphics In thIS example, We Wl” gO
Once you have attached your docurent, please click the Wiéw link to ahead and attaCh a" necessa ry

If your docurment appears to have formatting problems,
document, then adjust your document as needed by Allowing the tips docu ments_

3 Records

- Attach / Document Attached Document Yiew
B Required CType'_Date’_"Time')
E

Remowve : Resume_03-13-06_21-46-17CT Yiews

Remove Gver Letker Zover Letker_03-13-06_21-47-18CT Wiy
Akkach Cther Document

<

FIMISHED ATTACHING DOCUMENTS




Completing Your Application
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File  Edit ‘iew Faworites Tools  Help

¢ . BERIPe LT , D §
OBack s x <t | Search 7. Favorites wé-‘! = | b .*"i

: Address @ htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 1 42306859319 hd Go

mf_!‘ - o }:7 Search  ~ .# Highlight i-\_'! Options [ Pop-ups allowed = <) Hokmail ..‘-; Messenger 3 My MSM

551=13{®] CONGRATULATIONS!
I

o You've just applied for a position. Please write down your
SEARCH POSTINGS confirmation number and click “OK".

APPLICATION STATUS

EDIT APBLICATION n Has Been Submitted

PEEYIEW APPLICATIOM

CHANGE PASSWORD i i . i i

ErSEIT The following is your confirmation number. Please save this number for
future reference: 552997

Thank you for your interest in this position. The screening and selection process is currently underway
and will continue until a successful candidate is chosen. Should review of your qualifications result in a
decision to pursue your candidacy, you will be contacted.

ok |

MOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.

Erookdale Community College + Human Resources Departrment
FEE Mewrnan Springs Road ¢ Lincroft, M1 07733-1597
Equal Opportunity fAFrmative Action Ernplower




Managing Your Positions
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22 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help
Qe - () [%] (@) @0 D search e ravornes €2 '~ @ You can see your status and
: Address |ﬁ§| htkp: fitestal  peopleadmmin. cornfapplicants fispfshared/frameset /Frameset . jsprtinne=1 142305144 reVieW your application tO eaCh
M" v| vl }:Search + _# Highlight ﬁ:.' Options [ ] Pop- pOSition On this Screen_

HOME
SEARCH POSTINGS + ‘Welcome a, a. ¥ou are logged in.
APPLICATION STATUS
EDIT APPLICATIOM A I - -

ication Status
PEEYIEW APPLICATION pp

CHANGE PASSWORD ) » )
EEETT The table below lists the positions yvou have applied to.

Monday, March 13, 2006

« Toremove your application from consideration for & position, click on the Withdraw Application link for that
position,

(Mote: If you withdraw your application, you will NOT be able to apply in the current search for the same
position].

Application Status

Confirmation | = o | q - Appllcatlon i Attached
Nbr n Department n Application Documents nDucun'lenl:s

In Progress
Professor A
ie 552997 Sample Office wiews Application 03-13-2006 withr s CoverLetter - b | pes

Resume
application

1 Record

MOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.




Managing Your Positions (cont.)
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22 Brookdale Community College Job Site - Microsoft Internet Explorer
File  Edit ‘iew Faworites Tools  Help

. — n
- | b 1 (= " -
@ Back . x ,ﬁ,: Tl | o~ Search =~ Favorites {?

: Address @ htkp: fftestal  peopleadmin. cormfapplicants fispfshared/frameset [Frameset . jsprtime=1 142305145235 hd Go

M" - o }_-‘ Search  ~ .# Highlight ﬁ:_' Options [ Pop-ups Allowed 2 Hokmail ..‘-; Messenger ,E My MSM

HOME
SEARCH POSTINGS + Welcome a, a. You are logg

APPLICATION STATUS 1 You can view the status of all applications  pre=. "o 20
o o by clicking the “Application Status” link

EEETT The table below lists the any tlme YOU |Ogin.

« Toremove your application from consideration for & position, click on the Withdraw Application link for that
position,

(Mote: If you withdraw your application, you will NOT be able to apply in the current search for the same
position].

Application Status

s Confirmation | g= 1 q - Appllcatlon i Attached
b Nbr n Department | Application Documents n Documenks

In Progress
Professor A
ie 552997 Sample Office wiews Application 03-13-2006 withr s CoverLetter - b | pes

Resume
application

1 Record

MOTE: To protect the security of your application information, please logout of the site and close your browser window when you are finished.




Managing Your Positions (cont.)
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2} Brookdale Community College Job Site - Microsoft Internet Explorer

© File Edit Wiew Fawvorites Tools Help

@Back T 4 |£| |EL| _:‘J /.._\JSEarch “S-\.\? Favarites {‘;{ k . B~ _J g ﬁ i‘i

: Aaddress |f§| hktp: fitest& )  peopleadmin, comfapplicantsispishared/fr

P .| p=an - 4 10 apply for additional positions, click

Search Postings and follow the exact
mBROOKDALE ..

same process as before.

You will NOT have to reenter your
:I'EJA:IIE::H POSTINGS « \Welcore a, a. ¥ou are logged in. entire application information- YOU Wi"

APPLICATION STATUS

COIT APPLICATION only need to answer any questions

PREYIEW APPLICATION

R PRI associated with that position, and/or
LT The table below lists the positi
attach another document (resume,
e« Toremove yvour applica ink for that
position, cover letter, etc.).

(Mote: If you withdr rch for the same
position).

nday, March 13, 2006

Application Status

1 Record
(v Position (v Confirmation

=i o | R - Application = Attached o |
& e LY e ﬁ Department | kd n Documents n Documents
In Progress
';:;:E“or (2 552997 Sample Office Wiew Application 03-13-2006 withilr Carer (Ll

Cwr LEr I Res
o Resume
Application

MNOTE: To protect the security of your application infermation, please logout of the site and close your browser window when you are Ffinished.
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‘23 Brookdale Community College Job Site - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help
- ey o ; . —
- \ \ ) o : - - ) o S ﬂ °T
e Back = o ,y: (al | &~ Search 1.; Favorites {3 = UF J U &

Whenever you return to the
Online Employment System, just

% B ROO KDALE County College of Monmouth Iogin USing your User Name and

Password.

: Address |$E| http: fftestal  peopleadmin, comfapplicants fispfshared/frameset fFrameset, jsp?time=1 142304

msn* - | vl S search  ~ # Highlight A7 Options

HOME
SEARCH POSTINGS Log in
CREATE APPLICATION

LOGIMN You have logged out. You may login below 1o reenter the site.

Returning User
If you already have an electronic application on file with this University, please login to the site with your
Lser Mame and Passward.

User Name: |

Password: |

You are about ko log in bo a secure system. When
wou are Finished, please click Logout ko ensure
that others with access ko your computer cannok
wiew your information,

7 [ Forgok My Password

Brookdale Cormrnunity College + Hurnan Rezources Departrnent
FEE Mewrnan Springs Road ¢ Lincroft, M1 07733-1597
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-2 Brookdale Community College Job Site - Microsoft Internet Explorer

File  Edit ‘iew Faworites Tools  Help

- - — i 5 .
QBack MY | x ,ﬁ,: _l\J P ) search i':/ Favorites {‘3 = .“i

i Address |§h| htkp:jftestsl peopleadmin.comf applicantsfispishared framesetfFrameset. jsprtime=1 1423082208652 V| Go : Links i

M‘ ~ | V| ‘,'C search = .# Highlight l-ﬂr:_' Options [ Pop-ups Allowed  ~ ol Hotmail &%, Messenger L2 My MsH

ESBROOKDALE ..o || A

HOME
SEARCH POSTINGS LOg in
CREATE APPLICATION

LOGIN wou have logged out. You may login below to reenter the site.

Returning User
If yvou already have an electronic application on file with this University, please login o the site with your
Lser Mame and Passwaord,

If you forget your PASSWORD, click | User Name: |
here. Your secret question will be Password: |
displayed for you to answer.

Wou are about ko log in to a secure system. When
wou are finished, please click Logout to ensure
that others with access to your compuker cannok
wiew your information.

If you forget your USER NAME or need ? Lrerastiis Passund
additional assistance, please contact the
Employment Office. e Mevomon Sovinge Raad - Lmcrons v D775 1




Thank you for viewing this

presentation!




