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1. Navigate to the Careers portal at careers.ohio.gov 

2. Click the “Apply” button for the position you wish 
to apply for. 
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3. Use the vertical scrollbar to review the Privacy and 
Security Notice. After reviewing the Privacy and 
Security Notice, click the “I Accept” button to accept 
the notice and continue the application.
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4. If you are a returning user, enter your User Name and Password and click 
Login. 

5. If you are a new user, click the New User button. 
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6. The User Name is a required field. Any field denoted by a red asterisk (*) 
will be required. Enter a unique user name into the field. In this example, we 
will enter JaneDoe. 

7. The Password and Re-enter Password fields are required. Ensure that the 
values entered into these fields are matching. 

8. Enter a valid email into the Email Address and Re-enter Email Address 
fields. Ensure that the values entered into these fields are matching. 

9. Click the Register button. 
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10. If you have a resume, you can choose to extract basic 
information from it to begin your application. If not, select 
“No thanks, I will fill out the online submission manually.” For 
this example, we will select “No thanks, I will...” 

11. You may select Save and Continue, Save as Draft (to 
continue later), or Quit. 

Selecting "Quit" will stop the application process; 
information will not be saved. 

For this example, we will click the Save and Continue button. 
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12. In the Source Type field, select the option that 
best describes how you learned about this job. For 
this example, we will select Careers.ohio.gov. 

13. For many Source Types, you will also be required 
to select a sub-source type below. For this example, 
we will also select Careers.ohio.gov. 

14. Scroll down to the Personal Information section. 
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15. Enter your first name into the First Name section. 

16. Enter your last name into the Last Name section. 

17. Enter your home address using the Street Address, City, 
Zip/Postal Code, State, and County section. 

18. When selecting your County, use the Search button next 
to the field. If your address is not in Ohio, select Out of State. 

19. Enter your Home/Primary Phone Number. For this 
example, we will enter 123-456-7890. The number must be 
entered in XXX-XXX-XXXX format. 

20. Use the vertical scrollbar to view the bottom of the page. 
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21. Select your Closest Metropolitan Area, 
starting with the Country. After selecting the 
Country, the State/Province and Region fields will 
appear. For this example, our closest 
Metropolitan Area is Columbus, Ohio. 

22. If you would like to receive an email 
notification each time a job is posted matching 
your profile, select the Job Posting Notification 
box. For this example, we will check this box. 

23. Select Save and Continue. 
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24. In the Work Experience section, you will be required to 
specify whether a job is your current job. If you do not check 
the Current Job box, you will be required to add an End Date 
in addition to a Start Date for the position. 

For this example, we will select the Current Job checkbox. 

25. Enter the employer name into the Employer field.

26. Enter your job title into the Job Function / Title field. 

27. After selecting the Start Date field, you will be prompted 
with a dropdown field where you can select the month and 
year in which you started this position. 
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28. Enter the position supervisor’s name into the 
Supervisor’s Name field. 

29. Enter your supervisor’s contact information into 
the Supervisor’s Contact Information field. 

30. Enter the average number of hours worked per 
week into the Hours Worked per Week field. 

31. If you wish to allow the recruiter to contact your 
supervisor for the position, check “The supervisor 
may be contacted” box. For this example, we will 
check this box. 

32. Enter a detailed list of the job duties associated 
with this position in the Job Duties section.
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33. Enter your reason for leaving the position in the 
Reason for Leaving field. Since we marked currently 
employed in this example, we will enter Currently 
Employed. 

34. You can add additional work experiences by 
selecting the Add Work Experience option. You can 
also remove any added work experience by 
selecting the Remove Work Experience option. 

35. Select Save and Continue. 
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36. Enter the school where the education was 
obtained in the School section. You can select 
your school from a pre-defined list using the 
Select/Enter button OR you can type your 
school directly into the text box.

37. In the Major/Minor field, enter any major 
or minor associated with the education. You 
can select your major/minor from a pre-
defined list using the Select/Enter button OR 
you can type your major/minor directly into 
the text box.

38. In the Education Level section, enter the 
degree received or worked towards with the 
associated education. 
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39. In the Education Status level, enter the 
completion status of the degree. For this example, 
we will select “Complete.”

40. If you graduated High School or received a GED, 
ensure that the Graduated from High School or GED 
box is checked. For this example, we will check this 
box. 

41. Enter the Start Date and Graduation Date of the 
education in the associated fields. For this example, 
we will have a start date of August 2004 and 
graduation date of May 2008 (note: these fields are 
optional) 

42. You have the option to add or remove any 
education using the Remove Education and Add 
Education buttons.
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43. After using the vertical scrollbar to view 
the remainder of the page, you will be able 
to enter any licenses or certifications 
received. 

44. Enter the license or certification received 
into the License/Certification field. 

45. Enter any number or ID associated with 
the license or certification in the Number/ID 
field. 

46. Enter the organization associated with 
the license or certification in the Issuing 
Organization field. For this example, we will 
enter Issuing Organization Name. 
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47. Enter the issue and expiration dates of the 
license or certification in the Issue Date and 
Expiration Date fields.

48. You have the option to add or remove any license 
or certification using the Remove 
License/Certification or Add License/Certification 
buttons. 

49. Select Save and Continue. 
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50. The Job-Related Questionnaire section will differ 
depending on the position being applied for. This 
section can consist of a combination of multiple 
choice and extended response questions. When 
answering these questions, ensure that your 
responses properly reflect your qualifications and 
that they are also reflected in the Work Experience 
and Education sections of your job submission. 

51. Select Save and Continue. 
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52. Select if you are or are not a current State of Ohio 
employee in the “Are you a current State of Ohio 
employee” section. For this example, we will select No, I’m 
not a State of Ohio employee. 

53. Select whether you have a legal right to work in the 
United States in the “Do you have a legal right to work in 
the United States” section. For this example, we will select 
Yes. 

54. If you have previously been employed with the State of 
Ohio, use question three to select the date range in which 
you were employed; if you have never been employed by 
the State of Ohio, select N/A. For this example, we will 
select N/A. 

55. Select Save and Continue. 
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56. The Additional Information section provides an 
opportunity to attach documents (resume, cover letter, 
etc.) to your job submission. 

57. Click the Browse button to browse for file(s) you wish 
to attach to the job submission. 

58. After selecting an attachment, click the Attach button 
to attach the file to the job submission. 

59. Select Save and Continue. 
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60. Use the internal vertical scrollbar to review the State of 
Ohio Equal Employment Opportunity statement. 

61. You will be required to provide a response to these 
questions. If you do not wish to disclose diversity 
information, select “I do not wish to provide this 
information” as your response. For this example, we will 
select “I do not wish to provide this information.”

62. Select Save and Continue. 
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63. Use the internal vertical scrollbar to review the full 
statement. 

64. Complete the eSignature by typing your name into the 
box labeled “Please enter your full name.” 

65. Select Save and Continue. 
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eSignature



66. The last section of the job submission allows you to 
review and submit your information. 

67. Use the vertical scrollbar to view the remainder of the 
page.
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68. Select Save and Continue. 
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Review and Submit



69. When your application is successfully submitted, you 
will see this “Process completed” notification. 
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Completed Submission
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