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Step 1 — How to Register

On the left hand menu, click on ‘Login’

A Search Jobs - Microsoft Internet Explorer.
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Select ‘Not Registered?’ in order to create a new account.
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Before you can proceed, you must agree to the terms of registration.
To do this, click on ‘Yes'.

3 Registration Agreement - Microsoft Internet Explorer
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Notice:

SERIECERED By cantinuing with this registration, you:

View Latest Jobs « acknowledge and accept the Terms and Conditions, Disclaimers and

e Privacy Policy Statements that apply to this web site; and

Help

—_ « agree that we may from time to time contact you by e-mail to ask you to

Email me Jobs participate in [on-ling] surveys to help us improve our services. You are not
obliged to participate. If you do not wish to be contacted simply
unsubscribe. If you do not I0g-in to this site within any given 90 day period,
you will be automatically Unsubscribed. You may re-subscrioe Zhagy time

Login
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Once you have saved your details, the following screen will
appear outlining the process for future logins and creating your
personalised search profile.

Please ensure you read these instructions as they will assist you
in accessing your information in the future and setting up an
automatic search facility to alert you of any advertised vacancies
you are interested in viewing.

At this time, you will receive an automatic email from JobsWA
with your password, as well as more instructions on how to
utilise your account.

Complete your first name, surname and current email address.
Click on ‘Save’.

23 Job Seeker Registration - Microsoft Internet Explorer.
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New Account Details
Job Search
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Uadil Enter the information akove and click "Save" at the bottom of the:
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A password will be emailed to you. Use that password to login, and then
change it to something that's easy to remember.

‘Your email address becomes your Username. |
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Hel,
* To complete your registration, please follow these steps:
Email me Jobs 1.LOGIN
Login Gota the job search screen and click "Login" on the vertical rmenu. Enter your email address and the password supplied to you
inthe Registration Confirmation email
Click the "Login” button
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Step 2 — Logging In

On the left hand menu, click on ‘Login’

2 Job Seeker Registration Confirmation - Microsoft Internet Explorer
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- Copy this password as you will need it to complete the LOGIN process

Hel
" To complete your registration, please follow these steps:

1. LOGIN

Go tothe job search screen and click "Login" on the vertical menu. Enter your email address and the password supplied ta you
in the Registration Confirmation email

Click the "Login" button

2, CREATE A PERSONALISED SEARCH PROFILE B

876
Jobs
Advertised

On the vertical menu, click on "My Details®
After entering your details, click on the "Search Profile” button towards the top of the screen

Create your search profile by selecting the types of vacancies you want to receive. You can use your CTRL key to select
multiple options
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&) Done

The following screen will appear with your account details.

This screen will allow you to:

» Load your personal details

« Add attachments (i.e. your CV and covering letter,
etc).

« Set up a search profile for automatic notification
when vacancies are advertised

« View past applications that you have submitted

«  Withdraw submitted applications and resubmit
applications already submitted

Enter in your email address and the password provided to you in an
email. Please remember that your username and password are case
sensitive. Click on ‘Login’
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Job Search
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Yfou have successiully lagged on to the WA Government Job Board. Glick
hiere to search for current vacancies
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Help
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There are currently 0 jobs matching your search profile

Click liere to create a search profile and subscribe to receive Job Alert
emails.

You have 0 jobs in your Job Cart

Login

Summary

My Details

My Applications

You have 0 active applications
You have 0 incomplete applications =
You have 0 past applications in your history
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Logout
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Click here to update your personal details

You have 0 attachments stored under your login.
Click here to change your email address or password
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Step 3 — Setting Up Your Personal Details

Click on the link to the Personal Details screen.
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You will need to enter in your details according to the fields displayed.
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Please note: fields labelled like this (*) will become mandatory when you apply for a job online.

Once complete, please ensure you click on ‘Save’ at the bottom of the page.
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Step 4 — Adding Attachments

Click on the ‘Attachments’ button at the top of the page
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Click on ‘Add New Attachment’
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Click on ‘Browse’ Search for your attachment on your computer’s drives.
Once located, click on the document name to highlight it and
click on ‘Open’

Choose file |E| |'§
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The selected document’s location/name will appear in the ‘Attachments’

page (as indicated). t’iﬁj Covemmert Wason sl VT
' ]., Public Sector Commission

Click on ‘Add File’ to upload it to your JobsWA profile.

.. My Personal Details | [ My Search Profile | My Attachments | [ Change My Usemame / Password ]
Repeat these steps to add any additional attachments to your account -

. o . B add a file, click on the Browse button, choo? & ile you would like to upload and click on Add File to upload it.
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Step 5 — Setting Up a Search Profile

A search profile allows you to set up a function to identify specific The JobsWA search options will appear, allowing you to select the
vacancies matching your criteria and automatically notify you of a job specifics about the vacancy/s you may be interested in. Some of the
vacancy. search options include:

= Occupation = Agency
To do this, click on the ‘My Search Profile’ button at the top of the page. » Salary Range = Work Type
» Location Region * Level
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Logout
Email me Jobs

| agree to participate in Online Survey
Save Profile

&lpone © itemet
&) Done @ Internet

To ensure that you are emailed about any vacancies matching your search options, you must also ensure that the ‘Email me Jobs’ question at the
bottom is ‘YES'.

Please ensure that you click on ‘Save Profile’ when you have completed.
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