
1 - Scroll down and
click "Employement
Opportunities"
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How to create an external candidate profile.  
Please follow all steps listed in this guide. 
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2 - Click on
"Employement
Opportunity"
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3 - Select any of the three boards
below: For this example we have
selected "Instructional
Opportunities"
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4 - After selecting the appropriate
board, select "Get Started
Now" (note: Different boards have
the "Get Started Now" phrase
located on different places of their
page)
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5 - Please select
"register and Login
Here"
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6 - For new users,
please click
"Register Here"

7 - Complete all
fields.

8 - Check "Yes" after reading the
"Privacy Statement" and click the
"Register" button to get started with
your profile.
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9 - Click on
"Candidate Profile"
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10 - Click on "New Entry"
to add "Work Experience"
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11 - Once all necessary
fields are completed,
click the "Save" button.
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Please note: The information you have saved in the previous step will
display in rows.

12 - You can either add a "New Entry", "Edit" your entry, or "Delete" your entry. If no
changes are needed, please proceed to Step 13.

13 - Click on the "Education" tab.

14 - Click on "New Entry" to add "Education"
information
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15 - Once all
necessary fields are
completed, click the
"Save" button.
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Please note: The information you have saved in the previous step will
display in rows.

16 - You can either add a "New Entry", "Edit" your entry, or "Delete" your entry. If no changes are needed, please proceed to Step 17

17 - Click on the
"Qualifications" tab

18 - Click on "Edit" to add "Qualifications"
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19 - Click on drop-
down box and select
the appropriate
"Qualification Group".
For this guide we have
selected "Computer
Skills.
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21 - Click on drop-
down box to select
the appropriate
"Proficiency" for
each qualification
you have selected.

22 - Click "Save"
once completed.

20 - Click on the check-
box to select the all
appropriate
"Qualifications".
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Please note: The information you have saved
in the previous step will display in rows.

23 - You can "Edit" your entry to add additional qualifications if needed. Proceed to Step 24 if no additions are needed.

24 - Click on the
"Attachments" tab.
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Please note: required attachments for particular job types.

25 - Click on the drop-down box and
select the appropriate "Attachment
Type", then click the "Browse" button
to find the appropriate document.
Please provide a document title to
describe the file.26 - Click the "Save" button.

Please note: The information you have saved in the previous step will display in rows.

27 - You can either "Add [an] Attachment", "Edit"
your attachment, or "Delete" your attachment. If no
changes are needed, please proceed to Step 28

28 - Click on the "Profile
Release" tab.
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29 - Please select the bullet to "Release [your] Profile" and
click the "Yes" check box. Proceed to the final step (Step
30)

30 - Click "Save" to receive the
message below.
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