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Step 1 – Start Application  

Guided Navigation: Note the steps that show your progress at the side of each page.  

 

 

 

Step 2 – Add cover letter/resume 
Click Attach Cover Letter & Res 
to upload your cover letter and 
resume as one document. After 
the document is uploaded click 
Next.   
 
 

If you need to add more than one document, see the Need to add an attachment section at the end of this 
guide. 
 

Step 3 – Complete application 

 Click Add… button in each section. 
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To accept or reject the offer, click the acknowledgement checkbox, and then choose Accept or Reject.   

 

 

A pop-up box will appear to confirm your acceptance of the job offer. Click OK.   

 

 

 

 

 

A message will appear at the top of the page congratulating you for accepting the offer. 

 

 

 

 


