
Step 1:  Create Your Profile 
 

First Time Users of the new online system will need to create a profile by clicking on “Create 

A New Account”.  You will be prompted to create an account and complete the profile 

sections which include contact, background, education and work experience information.  

Your creation of the online account registers you as an applicant and gives you access to all 

our new features.  Please note that when selecting a Username and Password for your 

account, this is case sensitive and line space (i.e., spacebar) sensitive. Password must be 8 or 

more characters and consist of the following: 1 Uppercase Character and 1 Numeric 

Character (0-9). 

  

Once you have created your account and profile, returning users will need to enter their 
Username and Password to access the system.  
  

  
  

Your Profile consists of the following sections: Contact Information, Background 
Information, Education, and Work History.  Please remember to complete each 
section thoroughly.  

  

  

  

  



  

Contact Information   
 
The initial portion of your Profile requests for your Contact Information.  Please provide 
your most current contact information, including your name, email, address and phone 
number. This information may be used to contact you for an interview. If it changes, you 
may edit your contact information at anytime.  
  

  
  

It is important to note your valid e-mail address in the “Contact Information” section of 
your profile.  E-mail is often used as a way to communicate with applicants.  If you do 
not currently have an e-mail account, you can set up a free e-mail account with 



Hotmail.com, Gmail.com, Yahoo.com or any provider of your choice.  Once you have 
completed this section, please click the “Save and Continue” button.  
  

Background Information  
 
The second portion of your Profile requests for relevant background information.  Please 
answer the questions regarding your eligibility to work in the United States, any criminal 
convictions, prior and/or current employment with the University of California, driver’s 
license information, salary requirements, interest in part-time/temporary employment, 
training or volunteer work, licenses and professional certificates.  As a reminder, 
omitted or false responses may affect your eligibility for employment.  
  



 
  

  

Criminal Conviction   
 
The Background section of the Profile requests for information on any criminal 
convictions you have had. Please indicate the date, location and nature of the offense.  
If you have more than one conviction, please click the "Add Conviction" button. This 
information will not be displayed with, or a part of, your regular resume application. 
Applicants subject to background checks will be asked to sign an authorization of release 
of information. University of California employment policy permits pre-employment 



background checks, which may include but are not limited to an individual’s identity, 
criminal conviction record, education, license verification, or driving record. Checks may 
be conducted by California Department of Justice or a consumer reporting agency.  
  

  
  

  

  

  

  

Voluntary Federal Reporting  
 
This information is required for Federal and University of California reporting purposes only 
and is viewable by the EEO/AAE office ONLY. This will not affect consideration of your 
qualifications for employment. Completing the following information is voluntary.  



 



 



  



Education   
 
The third section of your Profile asks questions about your Education. Click the “Save 
Education” button after entering each education history. You have the option of deleting an 
entry by selecting the “Delete” button.  Click the “Continue” button when finished.  

 

  
  

  

 

 

 

 

 

 

  



Work History 
   
Please complete the work history section by providing your work experience. If you held 
more than one title at the same employer, please list them separately. Click the “Save 
Work” button after entering each work experience. Click the “Continue” button when 
finished.  
  

  
 

  



Congratulations!  You have completed your profile.  You may view your profile in its 
entirety in the Profile Summary section of the online application.  Should you wish to 
update a specific section of your profile, select the “Update” button corresponding to 
that particular section.  
 
 

 


