Clemson University Office of Human Resources
Online Employment Application Instructions

Use these instructions to help you through each page of the online application. After
you have read these instructions and are ready to apply for classified positions, go to:
http://www.clemson.edu/employment/index.html, and click on the appropriate link for
external or internal applicants. You might want to keep these instructions open and
refer to them as you are walking through the online application. Please also refer to our
FEAQ for additional information. The online application cannot be saved. We
recommend you view the available openings and put any jobs that you desire to
apply for in your job basket and click on apply for jobs in basket prior to
beginning with the application process. Once you begin the application, you must
continue through all of the steps before you submit. Once you have completed the
application, you can print it for your records.

Important Things to Remember:

* You must apply for each classified or staff position when the vacancy is posted.
Your online application must be attached to the position you are applying for.

* Remember to include experience and skills relevant to the position for which you
are applying.

* Some positions may require submission of support documents (e.g. writing
samples, portfolio, etc.). All requested documentation is due by the closing date.
Your application is not complete without the required documents.

Before you Begin:

* Have relevant current and prior employment information and education
information in front of you before you start the online application.

* Internet Explorer is the recommended browser.

* The system will time-out after 60 minutes (1 hour) of inactivity. If this happens,
your information will be lost. Your application will not be saved until you click on
submit and receive a confirmation email from hrjob@clemson.edu.

* Please use the Next and Previous buttons at the bottom of each page instead of
the Back button in the toolbar.

* Be sure your application is complete prior to submitting it. Fields that are marked
with an asterisk (*) are required fields and you will not be able to submit your
application without completing these fields. In addition, other sections, such
as the questionnaire, must be completed although they are not marked with
an asterisk. If each of these questions are not answered completely, your
application will not be complete and will not be considered. Using the
words, “please see resume” will cause your application to be eliminated from the
pool of qualified applicants.

* Use the Tab key to move between fields. When a magnifying glass or down
arrow appears next to a field, click on it and select one of the choices provided in
the list.
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Cover Letters and Resumes:

During the application process, the system only allows one attachment, the resume. If
you apply for different positions, you may attach a different resume. After submitting
your application, you will have the option to attach additional documents such as a
cover letter, letters of recommendation, a transcript, and actual certificates on the
Applicant Home Page. Please note, the system only allows one cover letter; it is
our recommendation that you submit a generic cover letter instead of a job
specific cover letter because it remains attached to the application and is
submitted for each position you apply for until you delete it. Resumes should not
be added as an additional attachment. Anything submitted as an additional
attachment remains with the application until you delete it.

Making Corrections or Changes to your Online Application:

To make corrections to information on previous pages of the application, click on the
Previous button.

Submitting your Online Application:

Be sure your application is complete prior to clicking on the Submit button. Any field
marked with an asterisk (*) is a required field. Once submitted, to print your completed
online application, go to the File menu of your Browser and select Print. After
submitting your application, please go back to the Applicant Home page, click on
Application Status and see if the jobs you applied for are showing; if not, you'll need to
go through the process again. The system generates an email once you have
successfully submitted the online application. This email confirms receipt of your
application, but does not mean you applied for a job. Please go to the applicant
home page, click on view application status and make sure the position(s) you
applied for are showing on your application status.

Your Sign-On and Password Information:

To create an on-line application and to apply for a specific job posting, you will need to
enter an e-mail address and password. Please make note of the e-mail address and
password used to create your online application. You will need this information to
review or update your existing online application and to apply for additional positions.
Please do not use multiple email accounts or submit applications under different
email accounts because they will show up as duplicates and we may delete the
wrong application.

If you do not have an e-mail address, go to http://www.hotmail.com or
http://www.yahoo.com to setup a free e-mail account.
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If you are an external applicant and forget your password, you can click on the Forgot
my Password link on the Sign-On page and the system will send you a new password
via e-mail. Internal applicants must contact the Clemson University Helpdesk for help.

If you are an external applicant and need to change your password, click on the
Change Password link on the Applicant Home page.

View Job Postings:

Click on View Job Postings/Apply for Job on the Applicant Home Page. You may
search by Job Categories, temporary/permanent, or if you do not enter information in
any of these and just click Search, a listing of all job vacancies will appear.

If you see a position for which you wish to apply, click on the position title, read the
position description, click on “Add to Job Basket,” click on “Job Basket,” then click on
“Apply for Jobs in Basket.”

Submitting an Application without Applying:

You can create an on-line application even if you do not find a specific position for which
you wish to apply. Once your application is created, you can return at any time to apply
for positions. To do this, click on Create/Update Application on the Applicant Home
Page.

Filling Out the Application
This section will cover all steps needed to fill out the application.

Click on View Job Postings/Apply for Job on the Applicant Home Page. Click on
New Applicant, enter an e-mail address, password, and type your password again to
confirm it, and then click on Register. Click Search, View Job Posting List, select
postings you want to apply for, click Apply for Jobs in Basket.

1. Your Online Application:

A resume may be attached, but not substituted for completing a section. Your
application will be electronically screened to ensure you meet the minimum education,
training and experience shown in the position description. If your application is not
complete, the system will not screen your application and you will not be
considered for the applied position. The system will not screen resumes. All
information, including experience and licenses/certifications, must be listed in
detail on the application.

If you wish to attach a resume, select “Attach Resume File, click Next, click Browse to
find the document on your computer, then click Upload.
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If you do not wish to attach a resume, select “| am not providing a resume” and click
Next to move to the next screen.

If you wish to attach additional documents, you will have that opportunity on the
Applicant Home page after you have submitted your application.

If you desire to include a resume with each application, the resume will need to be
attached each time you apply.

2. Providing Contact Details:

Type your name in the appropriate fields. To add your mailing address, click on “Edit
Address,” type your address, click OK.

Enter your telephone number (no spaces, including area code), phone type, email
address, and email type.

Click Next to move to the next screen.

Please make sure you correct your contact information if it changes so that our
departments have the most up-to-date information.

3. Education
Using the drop-down menu, select the highest level of education you have completed.

To enter High School Education information, click Add. Select school type from drop-
down menu, enter the Date and what you acquired (Diploma, Certificate, or GED). If
you have not acquired any of these, select None and enter the highest grade
completed. Enter the name of the school where you either acquired your high school
diploma or GED or completed your highest grade.

To enter College/University Education, click Add. Select the Country and State from the
drop down lists. Select your degree by clicking on the magnifying glass. If no degree
has been earned, please use the “Non-Graduate” option; do not use “Unknown Degree”
selection. Enter the date the degree was awarded and select graduated.

Select your major by clicking on the magnifying glass. If the Major is not in the list,
enter the major in the “Other” field. Select the School by clicking on the magnifying
glass. If the School is not in the list, enter of the school in the “Other” field. Click
OK.

Click Next to go to the next screen.

4. Current and Prior Employment
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This section of the application allows you to provide complete details of your current and
prior employment.

Click on the Add button and enter the Start Date and End Date (month, day, and year)
for each position you have held. If you are still employed in a position, leave the end
date blank.

Enter the employer’s name, ending job title, ending pay rate, country, city, state,
telephone number and job duties. In the Duties section, be specific and explain job
duties in detail. Include military service (indicate rank) and job related volunteer work, if
applicable. Provide an explanation for any gaps in employment. All information in this
section must be complete. Do not type “see attached resume”. A resume may be
attached, but not substituted for completing this section. In the details section, let
us know if we can contact your present employer. Please note our system requires
an ending pay rate; if you are unsure of your pay, please include .01.

If your reason for leaving a position is a “termination” or “resignation in lieu of
termination” please provide specific information in the Duties section. Click OK.

Repeat these steps for each employer.
Click Next to move to the next screen.
5. Licenses and Certificates

This section is used for specific licenses and certificates; if you have a valid driver’s
license; it needs to be included in this section. Click the Add button to add each
license and / or certificate that you possess. Click on the magnifying glass to select
from a list of licenses and certificates commonly needed for certain positions. Enter
date issued, license/certification number, and who issued the license or certificate. Do
not type “see attached resume”. A resume may be attached, but not substituted
for completing this section. Click OK. If you do not find your professional
certification included in the listing, please send an email to hriob@clemson.edu and
include the certification name, if it is renewable and how often. We’ll email you when
the certification has been added.

Click Next to go to the next screen.
6. Professional References

Use this section to list three (3) current professional references that we may contact
regarding your work. Click the Add button to add a reference. Enter the reference’s first
and last name, title, and employer; select the reference type from the drop-down list,
address, city, state, country, zip code and telephone number (including area code).
Click OK.
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Click Next to go to the next screen.
7. How did you find out about these jobs?

Select a Referral Source from the drop-down list and include any details about that
source of how you found out about the job.

Click Next to go to the next screen.
8. Questionnaire

An answer for each question in this section is required. Answer each question honestly
and completely. If there is a link for “Explain” for a question that you have answered
yes to, be sure to include the detail information. Clemson University Office of Human
Resources conducts pre-employment investigations on all top candidates chosen to fill
staff, faculty, intermittent, temporary and some student positions. If you are chosen for
an interview, you may be asked to complete a Background Investigation Consent Form.
If you are unsure how to complete this form, we recommend that you fully disclose all
incidents or contact Recruitment (864-656-2723 or 864-656-3355) for assistance.
Processing will be delayed if this portion is not completed. The information you provide
is confidential and will be kept separate from your other applicant information.

9. Submit Application

Read this statement carefully it serves as your online signature, then click
Submit/Agree.

The applicant is responsible for the accuracy, completeness, and truthfulness of all
information on the Employment Application. All sections must be fully completed. A
resume may be attached, but it will not be used as a substitution for completing
any information on the employment application. Human Resources - Recruitment
will not contact applicants requesting additional information if an application is
incomplete. Only the application data submitted at the time of the job closing will
be considered by the hiring departments.

By submitting this application, you authorize Clemson University to verify all information
contained in the application, including attached documents. It also means that you
certify that the information contained on the application is true and complete to the best
of your knowledge. You further acknowledge that any false statements or
omissions you made in the application process may be grounds for immediate
dismissal or rejection from consideration for current or future employment
opportunities. You also acknowledge that a resume may be attached but it will
not be used as a substitution for completing any information on this employment
application. This application will be electronically screened for minimum training
and experience.
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Click on Submit/Agree. You will then see a submit confirmation. Click OK. You will
then see a summary of your submitted application. From the File menu of your Brower,
select Print if you wish to print. If you need to make changes to your application, click
My Application has Changed and make the appropriate changes. You will receive a
confirmation via e-mail that the submission was successful.

If you did not complete all required sections of the online application, you will receive an
error message and will need to make corrections. Your application will not be
processed if it is not complete.

10. Self Identification (Voluntary)

After you submit your application, you will receive an invitation to provide self-
identification information. This information is used solely to help us comply with federal
and state Equal Employment Opportunity record keeping and other legal requirements.
Refusal to complete this information will not subject you to adverse treatment. The
information you provide is confidential and will be kept separate from your other
applicant information. This information will be used for data reporting requirements and
will not be considered in making any employment decisions.

To accept, click the Accept button, enter the appropriate information, click Submit. To
decline, click the Decline button.

What to Expect After Submitting Your Online Application
An automatic e-mail message will be sent to you confirming receipt of your application.

Your application will be electronically screened for minimum training and
experience as stated in the qualifications section of the job posting. If your
application is not complete, the system will not screen your application and you
will not be considered for a position. The system will not screen resumes. All
information, including experience and licenses/certifications, must be listed on
the application.

If you meet the State’s minimum training and experience screening for the specific jobs
of which you have applied, your application will be forwarded to the appropriate hiring
department; your status will show 050-Routed to the Hiring Department.

If a department would like to interview you, you will be contacted directly via e-mail and
telephone.

Your online resume remains active for each position until it is filled.
To apply for additional positions, sign-on before viewing the job vacancy listings,

retrieve your existing application (using your e-mail address and password) and add
positions of interest to your Job Basket. Click Apply for Jobs in Basket.
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Definitions of Application Status

020-Applied: Your application has been entered and you may have applied for a
position.

030-Preliminary Processing: This process is conducted by Human Resources and does
not have a relevant application status.

040-HR Initial Screening: Your application is being reviewed to see if you meet the
minimum posted job requirements.

050-Routed To Hiring Department: You meet the minimum requirements for the position
you are applying for and your application will be forwarded to the hiring department for
interview consideration.

060-Interview or Review for Interview: You have been selected for interview or your
application is being reviewed for interview consideration.

070-Offer: Offer has been extended to you. Occasionally, if this is for an older position,
this status may be incorrect. If you have questions regarding this status please contact
us.

080-Ready to Hire: You have passed the pre-employment investigation phase.
100-Hold: A pre-employment investigation and possible offer has begun. Someone else
is being considered for this position; however, if the offer is declined, the process will
continue. Once the hire occurs, the status will change to 110-Not Chosen.

110-Not Chosen: Your application is no longer under consideration for the specific
position. This status applies to positions you are not chosen for and for requisitions that
have been cancelled.

Help
If you have recruitment questions, please contact Clemson University Recruitment at

hriob@clemson.edu or 864-656-2723 or 864-656-3361. If you have technical
questions, please contact the help desk at: cubs2000@clemson.edu or 864-656-2827.

Thank you for your interest in employment with Clemson University.
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