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Creating a Profile — This enables you to specify the type of job, location, etc. you are seeking
and create an email agent to notify you when new positions are posted which meet your

criteria.

1 | Access Taleo URL
from Internet

Open an Internet Explorer browser window and type the following URL into the
address bar:

Candidate Link

Internal Candidate
Link

Explorer
Click on Go or hit the “Enter” key on your keyboard.
Note: This URL does NOT have “www” in it.
2 | External If you are not a current Cook County Sheriff’s Office employee use:

https://stgcookcountyil.taleo.net/careersection/300/jobsearch.ftI?lang=en

If you are currently a Cook County Sheriff’s Office employee use:
https://stgcookcountyil.taleo.net/careersection/350/jobsearch.fti?lang=en

3 | Click Sign In

On the Job Search page click Sign In.

Welcomme. You aro not signed in, | My Accoust Ceios E uy;cn

" Job Sanrch My Jobpage

Basic Searchl  Advanced Search | A8 Jobs

4 | Enter User Name
and Password and
Click Login

or Click New User

If you are a returning user, enter your User Name and Password that you created
in your last session. Then click Login. This will log you in to your account. Skip to
Step 7.

If you are a new user, click the New User button to create a user name and
password.

e pr—

sob Somich

Note: User Names and Passwords are case sensitive
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5 | Entera User
Name, Password,
and then Re-
enter your
Password

6 | Click Register.
Complete the
fields and click
Register.

Enter a User Name and Password that you will remember when you return to the
site in the future. Re-enter your Password as verification that you typed it
correctly.

Note: To apply on line, YOU MUST HAVE AN EMAIL ADDRESS. If you do not have
an email, you can create a free email address at either Yahoo or Hotmail. If you do
not have access to a computer at home, you can set up an email at your local
library.

Welcome. You are not signed in.

po
Job Search

New User Registration
Please take a few moments to register. You will need this information ta access your account in the future.
Mandatory fields are marked with an asterisk.

*User Name

#Password

*Re-enter Password

Email Address

Re-enter Email Address

Register | Cancel

Cook County Sheriff’s Office
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7 | You will be asked
to enter a Security Question
security question. You must type a security question and provide its answer.
This question will
allow you to reset +Question
your password if |What is my favorite colar?
you forget it. sAnswer
IF'urpIe
Enter a question
and answer. OK| Sign out |

Click OK.

8 | Click on My Job Click on My Jobpage.

page.
Welcome. You are signed In. | Uy fsceu Cploss
* 1ob Search ( My Jobpage
Basic Search| | ANGRTETSEAICH | Al Jobs
Basic Job Search
Please specify your job search criteria and then click "Search for Jobs.™ ¥ you know the requisition number of the position you are interested in, vou may enter it in the
Jdobs Number fild and click “Seacch far Jabs.” i you know the typs of position you are interested in nding, you can enter Ky woeds in the Kiywoeds search fild to see @
any are wvalable
9 | Click on Access Click on Access my Profile toward the right hand corner of the screen.
my Profile. Wolcome. You are signed in, | By Sccemt Dptens
“ Job Senrch || My Jobpoge
My Submesssons] | MyJobCan | My Sawd Seathes Candidate Profile
My Submissions Take a few minutes to create or modify

your employment profile and to specify
vour preferred working criteria for
future openings matching your

interests
Accesz my profie

Thés page displays 3 relevant detads related to your dra and completed submissions

There are curently mo job submesscns
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10 | Begin with
Contact
Information. information.
Complete it and
then click Save
and Continue to
advance.

The profile contains a contact information page and a notifications preferences
section. Before submitting, you will have a chance to review a summary of your

Contact Information

Personal Information
Please enter all relevant persenal infermation in the fields below.

Contact Information

First Narne

[P
An ermail

sEmail &

s eguired 1 crete a prafile and to be notified shout futuee job operings

|email@email com

Save and Continue

Save as Draft

Cook County Sheriff’s Office
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The Job Posting

11 | Notification Job Posting Notification
function will send || select the checkbox below to receive an email notification whenever a new position matching this profile is posted.
you an email
™ Send an email notification whenever a new position matching thiz profile is posted.
when new
positions

matching your
preferences are
posted.

12 | complete the
profile fields to
describe the type

Job Level Education Level

Manager with Direct Report, |None

of work you are Individual Contributar High Schoal Diploma/GED (+11 years)
seeking and the Team Leader Technical Diploma (£12 years)
qualifications you Manager Associate’'s Degree/College Diploma (£13 years)
have. Director MNon-Degree Program (+14 years)
Executive Bachelor's Degree (£16 years) |
Job Type Schedule
Mot Specified
Internship Part-time
Summer Job Fullime
Graduate Job
Temporary Work

Experienced

Shift Employee Status
Day Job Regular

Evening Job Contractual
Night Job Temporary
Weekend Lirnited Term
Rotating
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13

Continue to the
Job Field section.

Select a Category
and Function, if
desired.

Click Add to List
toinclude itin
your selections.

Job Field

Category
I Food Services

Function
[Chef

[

AddtoList | Reset |

The more specific you are, the more restricted your search will be. If you only want
to be notified about Chef positions, include Chef in the function drop down. If you
want to be notified about ALL Food Service positions, then do not add more
information in the Function.

Repeat this step as many times as necessary to identify all of the job categories in
which you are interested.

Click Save and Continue to advance to the next page.

14

Complete the
Location
preference
section.

Select the cities in
which you are
interested in
working. Click
Add to List to
save the location
preference.

Notification Preferences

Empleymant Preferences

Please specdy the work preferences such as the pob Beld, the location, and the crganization. Select the options that better comespond to the professional interests

You must salect at least one value in the section "Location

Location

Ciake Forest =
13900 5. Cacero Avenue ¥
AddloList | Resel

Lecation Preferences

Repeat this step as many times as necessary to add all of your location preferences.
Click Save and Continue to advance to the next screen.

Cook County Sheriff’s Office
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15 | Complete the MNotification Preferences
Organization
Employment Preferences
preferences ,
) . ) Flease specify the work preferences such as the job field, the location, and the organization. Select the options that better comespend to the professional interests
section to identify | | . .uien
any specific vganization
organizations ook Courty 5l
where you would Select one |
like to work SRR
within Cook Organization Preferences
County. Cook County
Levets. Cook Counly
Remaove
If you wish to be notified about any job meeting your criteria with the Cook County
Sheriff’s Office, only select Sheriff’'s Department in the Organization section.
. St Save as Drant
16 | Review the -

Summary page.
If there is any
information you
would like to
change on this
page, click the
Edit link next to
that section.

When you are
finished, click the
Submit button to
finish your
profile.

This sumeary displays the Informasion ineluged in the job submission fom, To reodify some specifiz informasion, cliek "E8R" et ts the relevant section.
Contact Information | L2

Par

Notification Prefersnces | £or

el Pastierg Neecation

Weilcame, You ars aigned In. | Uy secta Optens

" Job Search | My Jobpage

Cook County Sheriff’s Office
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Applying for a Job

Access Taleo URL
from Internet
Explorer. Choose
the correct URL
based on
whether you are
or are not
currently a Cook
County Sheriff’s
Office employee.

Open an Internet Explorer browser window and type the following URL into the
address bar:

If you are not a current Cook County Sheriff’s Office employee use:
https://stgcookcountyil.taleo.net/careersection/300/jobsearch.ftI?lang=en

If you are currently a Cook County Sheriff’s Office employee use:
https://stgcookcountyil.taleo.net/careersection/350/jobsearch.ftlI?lang=en

Click on Go or hit the Enter key on your keyboard.
Note: This URL does NOT have “www” in it.

Click Sign In.

On the Job Search page click Sign In.

Widcomu. You are noe Sigog i, |V sccen Seee

* Jab Search | My Jobpage
tasc e | Aok samn | 4 oo

Baaic o Search

b 3 A b nzceme

Enter User Name
and Password
and click Login

or click New User

If you are a returning user, enter your User Name and Password that you created
in your last session. Then click Login. This will log you in to your account. Skip to
Step 7.

Wielceme. You asw met signed ba.

Jeb Saarch

Lagin
To scomts you sccourt piease dersdy ypruraet

If you are a new user, click the New User button to create a User Name and
Password.

Note: User Names and Passwords are case sensitive

Cook County Sheriff’s Office
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4 | Enter a User

and then Re-
enter your
Password

5 | Click Register

Name, Password, | site in the future.

Enter a User Name and Password that you will remember when you return to the
Re-enter your Password as verification that you typed it
correctly.

Click Register.

Welcome. You are not signed in.

ye
Job Search

New User Registration
Please take a few moments to register. You will need this information to access your account in the future.
Mandatory fields are marked with ar risk.

*User Name

s#Password

#Re-enter Password

Email Address

Re-enter Email Address

6 | Click the Job Click on the Job Search tab.

Search tab.

Hik Doe, you are signed in. | My Scssw g

Al Jobs

Basic Job Search

Flasss spocdy yon
Job Mumber field and
any are avilatle

yeu kg the requesition numbes of th pesilion yeu s inbenested . yeu may arter i in the
fype of postion you e miarestad in Snding, you Can eeter key Words in the Keywerds saarch ek 1o ses if

[« Il

Cook County Sheriff’s Office
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Scroll down and
browse through
the list of jobs
and click Apply
on the job you
wish to apply for

Scroll down the page and browse through the list of jobs that are posted.
Click Apply on the job you wish to apply for.
Search Results (1 job found)

Results per page
I 10 vI

Sort by
| Posting Date (Descending Order) |

Staff Pharmacist Requisition ID- 1245677
Work Locations: Chicago-1644 W. Walnut
Collective Bargaining Unit: Local 150 Intl. Union of Operating Engineers
Job Paosting: Jul 22, 2010

hift: Day Job

| Add to My Job Cart

Review Privacy
Agreement and
click the radio
button for /
Accept.

Review the Privacy Agreement and click the I Accept radio button and then click
Continue.

Privacy Agresment

Engnsh

Click Continue.

Cook County Sheriff’s Office
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10 | Click I want to
upload a resume | of your resume.

Click the radio button for I want to upload a resume if you have an electronic copy

Resume Upload
11 | Click Browse

Resume Upload

You can aubmi parsenal and professsonal inksenaticn by
syetom will omaticaly airect the relevant misemation

12 | Click Save and
Continue

make ik spprepente changes in b neal slaps.

manualy

& | do not w10 wpload 3 resums

C) © | want to uplesd & msuma

[ oo o]

Resume Upload

applicatlins are considered.

Resume Uplead

I you do not uplhoad a resume, you will need b fil cut the online applicabon manuwally

& 1 do ot wanf to upload a resume.
T |'want 1 upload a resume

ding @ resume. The
fuded in the resures aod
il out part of the onkng Submesion. You can e he exisacied inkmnation sed

W you do ot upload & rasuma, yau will need 10 Bl oul the onkne apphcation

Hoae: You are on page 1of 11. You must reach the summary page and press the SUBMIT button to complete your application. Only completed

You can submat personal and professional information by uploading 2 resume. The system wil sutomatically extract the rekevant information inchuded in (he
nusurme and fll out part of the onling submission. You can nevew the extracted infomation and make (be apprapiate chang

Uploading a resumea

i mexd steps

Click the Browse button to find the name of your resume.

Once you have selected the document to parse (download), click Save and
Continue. Your resume will be parsed into the system.

Note: You should verify the information that is extracted to ensure that it is
complete and accurate. You will have the option to verify all of the information
that is uploaded as you complete your application.

Cook County Sheriff’s Office Page 13 of 29
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13 | The Candidate
Personal
Information page
will open.

Complete the
required fields.

Verify the personal information that may have parsed from your uploaded resume.
Required fields are indicated by a red asterisk.

Contact Information

First Name

Last Name

Street Address

City

State

Zip/Postal Code

Primary Contact Number

Email Address

Current employment with any Cook County agency

Candidate Personal Information

Personal Information
Please enter all relevant personal information in the fields below.

Prefix
|Mr.

#First Name Middle Name
Nk

Please list any other legal name(s) by which you have been known
Please exclude nicknames

|Nik Smith

Cook County Sheriff’s Office
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Contact Information

#First Mame *kLast Mame

Street Address (Line 1) Street Address (Line 2)
City *State

\ I v

Zip/Postal Code

Where can we contact you?

Prirnary Murnher
Cellular Phone

Waork Phane Number

Cellular Nurnber
773-565-6655

Horne Phone MNurnber
Ernail Address
Preferred Contact Method
Mot Specified +

Please supply a valid email address if you wish to receive email
messages.

Complete the Job Posting Notification if you wish to receive emails when positions

like the one to which you are applying are posted in the future.

Job Posting Notification

¥ Send an email nofification whenever a new position matching this profike is posted
Source Tracking

Please indicate how you heard about this job.

*Source Type

Select the checkbox below to receive an email notification whenever a new position matching this profile is posted.

Job Board

*Job Board
Internet Job Board

Complete the Source Type information to describe how you learned about the

position.

Click Save and Continue to advance to the next page.

Cook County Sheriff’s Office Page 15 of 29
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14 | Complete the Aoblvi . ; : o
Evaluation and pplying for:Staff Pharmacist (Job Number: 1245677)
Qualification
pages which Qualification
contain questions
about your work : -

. Save and Continue Save as Draft | Quﬂ|
experience and
training. Qualification
Click Save and . .
Continue to Questionnaire
advance to the Please answer the following questions as accurately as possible.
next page. *1_How many years of supenisary experience do you have?
Two to five years 'l
Note that all
questions are
required.
15 | Enter Previous Applying for: Staff Pharmacist {Job Number: 1245677)

Work Experience.

Four (4) Work
Experience
entries are
required.

If you have no
formal work
experience,
please provide a
volunteer or
internship
example.

Click Save and
Continue to
advance to the
next page.

waiication

Save and Continue Save as Draft | Quit

Work Experience

Please provide a complete work history beginning with your current or most recent position. If you have been el
history. You must specify 1 work experience entry.

I~ Current Job

Please check the box above to indicate if this is your current position.

Employer Select Job Function Select
Start Date End Date

Month || 'Year »| |Month x||Year =

After completing your most current Work Experience, click Add Work Experience
to continue adding your work experience. Continue to click Add Work Experience
until you have completed the required four (4) Work Experience entries.

Note: Current Cook County Sheriff’s Office employees must complete four (4)
entries as well.

Cook County Sheriff’s Office Page 16 of 29
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that are required
or relevant to this
position.

16 | Enter Education | Enter Education Information. This is required.
Information
Education
17 | Click Save and List the educational experiences below, starting with the most relevant education.
Continue
Institution Select
Program Select
Education Level
|Nm Specified j
18 | Enter Enter information on any certifications that you hold which may be relevant to your
Certifications job application on the Certifications Page.

Certifications

Cenifications

g th most relivant candieation and coatinue sdding caniications unl yiw have entiesd 3l That you fedl ara important 16 Siscioss far this job Do not st expusd

Cook County Sheriff’s Office Page 17 of 29
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Certifications and References

Pluasu ket any cor
cenification Plea

Cenification 1

Month | Year w

Not Specified ~

Mot Specmed et

List your ieforences below in 1ho arder of cantact preference, sta
indlh "

with yi

Reference 1

Referonces
Please provide up to thres pro
educational background

Mot Speciied  » Nol Spectbed =

Save 33 Dramt | Cuit

1 wark capshiltios and yaur sduca

Choose individuals who are famd

pstion You may enter more than one

with the most relevant ane. Refarontes ane

with your work experience o

Rammoviig i efeiences

Reotdeting refesences

Save and Continue

Cook County Sheriff’s Office Page 18 of 29
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19 | Click Browse to Click the Browse button to select a file for attachment to your application.
select a file for
attachment. Attachments
You can attach files to the candidate record (e.g.: cover letter, resume, references, transcripts, etc.).
name and extension.
20 | Click Attach. Select the file to attach
McAfee’
21 | Click Save and
Continue. Once the document is attached, you have the ability to designate which
attachments are relevant to that particular job application.
cord You can debete some or o the Mes The "Ralevant Files” column alows you o select the Sies
T Starclard Foeseme by 2110 Py
22 | Enter your Full Read the Electronic Signature Statement in full. Enter your Full Name and Unique
Name and Identifier.
Unique Identifier
23 | Click Save and
Continue.
Complete the
24 | Voluntary EEO Voluntary EEO Disclosure
Disclosure. While
each question is Diversity
required you Please provide the information requested in the fields below regarding diversity
have the ability to *1. Ethnicity
decline to I\ do not wish to provide this information
disclose your
personal
information.
25 | Review the Review the Summary Page for all edits that you’ve made to the job application.
Summary Page.

Cook County Sheriff’s Office
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page. When your
submission is
confirmed, the
system will
display a process
confirmed
message.

26 | Click Submit. Click Submit to save all changes and apply for the job. Please note that you must
click Submit to send the job and to be considered for the position. Incomplete
applications will not be considered. Also note that submissions must be completed
and received before midnight on the date that the position closes. Submissions are
automatically time stamped and those filed after midnight on the date the position
closes will not be considered.

27 | View

Confirmation

Completed

Cook County Sheriff’s Office Page 20 of 29
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Viewing Jobs That You Have Applied For

hyperlink below
the submission to
perform an action
on the

application.

1 | Click My Click My Submissions on My Jobpage. This page will display all of the Cook County
Submissions on Sheriff’s Office jobs for which you have applied.
My Jobpage.
There are three categories of submissions: Draft, Completed, and Withdrawn. The
status of the submission is determined by where you are in the process for that
particular job.
2 | Click the Click the hyperlink below the submission to perform an action on the application.

Staff Pharmacist’™ - Full-time
Chicago-1644 W. Walnut
Job Paosting : Jul 22, 2010 — Job Number: 1245677
Job Status: Active (Accepting Job Submissions)
Subroisst = 2010
View/Edit Subrnission | View Email Messages | Withdraw

For example, for the Staff Pharmacist application listed above you can click on
View/Edit Submission to edit your application for that job. You may only do this
until the job posting closes. Once the posting has closed, you may no longer
update your submission.

For draft applications, you can click on either Finish Draft Submission or
Withdraw to perform these actions on this application.

For withdrawn positions, you can click on Re-apply to perform this action on this
particular application.

Cook County Sheriff’s Office Page 21 of 29
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Using the Job Cart (Adding/Removing Jobs)

Click My Job
Cart on My
Jobpage

Click My Job Cart on My Jobpage. This page will display all of the Cook County
Sheriff’s Office jobs that are in your cart. Your cart is like a supermarket cart, it
contains job that you are interested in, but haven’t yet applied for.

Nik Doe, you are signed in. | My Account Options
o
Job Search My Jobpage

My Submissions | My Job Cart| | My Saved Searches

Highlighted jobs have been added to the job cart within the last 24 hours.

My Job Cart (1 jobs found)
This page presents all jobs that you have added to the job cart.

Jobs per page
10

Sort by
[Job Title (Ascending Order) x|

f=]

= Vehicle Service Ma
Chicago-2323 S. Rockwell
Jul 14, 2010- Requisition [P 00023427
Apply | Remove from Jap

Full-time:

To add a Job to
the cart, click
Job Search and
review the
available jobs.
Click Add to my
Job Cart to save
them.

To add a Job to the cart, click Job Search.

Vehicle Service Man ™

Work Locations: Chicago-2323 5. Rockwell
Job Paosting:Jul 13, 2010

Start Time: 7:00 End Time: 3:00

fpply | Add to My Job Cart

Toremove a
job from the
job cart, click
Remove from
Job Cart.

Click Remove from Job Cart to remove an unwanted job posting from your cart.

™ Vehicle Service Man "~
Chicago-2323 5. Rockwell
Jul+4—2ft0-Requisition ID 00023427
Apply | Remove from Job)Cart

Fulltime

Cook County Sheriff’s Office
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4 | Verify removal
from job cart

Click Yes to verify that you want to remove the Job from your Cart.

You are about to remove the job "Vehicle Service Man" from the job cart.

Are you sure that you want to remove it?
Yes| No

My Submissions | MyJoo Can | MySaved Searches
Highlighted jobs have been added to the job cart within the st 24 hours.

My Job Cant (3 Jobs found)

Thiz page presents all jobs that you heve added to the job cart.

Jobs per page:
10 &
Aviess iy prodie

Posting Date (Descending Order) [+

o My Pr ofile

Vi ot matching my peofie

iob Number O3 2216

oty | Remore from Jab G
pply | Remore from Job Cart Icon legend

% CAPTAIM-EMT | |Fullk-time
ity of Chicago-Central
Jab Pasting:

Hob Number: 110008

Femave from Job Can

= CIVIL ENGINEER Il - iFulktime
City af Chicaga

Job Posting: 09¢14/2007 |Job Number 125993

Completed

Cook County Sheriff’s Office
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Using Job Search (Basic/Advanced)

1 | Click the Job
Search tab

2 | Click Basic Search

Click the Job Search tab.

ik Dew, you are signad In. | Uy Asco Cosess

Basic Job Search

Fagase spocify your job search ceteria and then chck “Saarch for Jobs.” ¥ you know the iequistion number of the pasition you are inenested . you may enier i in the
Job Nombar Sald and chck “Saarch for Jeka ~ ¥ you keawr the 1yps of postion you mw mtansted in fnding. you £3n B key words m (e Kaywerds sadech ald 10 sad i
ary are mealable

Jots Fiakd

Al =

Add Job Field

3 | Review Basic
Search Criteria

4 | Enter search
criteria

5 | Click Search for
Jobs

Review the Basic Search Criteria page. There are several ways to search, including
by:

e Job Number (Job Posting Number if you know this)

e Job Field (Area of Expertise/Experience)

e Location (Where the job is located in the County)

e Organization (Sheriff's Department or other County Department)

Mik Dow, you are signad in. | My sccet Opioe
Jdab Search | My Jobpage
Dasic Search| | Adeanced Sewch | A1 Jaby

Basic Job Search

Phease specity your job swarch critera and then click “Search for Jobe ™ ¥ you know e requisition mumber of the postion you are interested in, you may enter 1 in the
Jub Humber fiekd snd chok “Seanch for Jobs.” i you know the type of posrion you are interested in fnding. you can ener key words in e Keywords ssarch fekd (o see #
ey s sresnlble.

Flwase note that ang apglication submined aties midnight on the job closing dane will not be accepted,

[
1
Job Figld
b Fiold
|Pubsc Satery i |
[Fiospital Sarety Ofteer =
Remove Job Field
ob Fald
[ =
Rameva Job Flald
A Job Finkd
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6 | Click Advanced Click the Advanced Search Tab to perform a more detailed search.
Search

Nik Doe, you are signed in. | My Acceunt Options

ys
Job Search

Basic Search| Advanced Search| | )All Jobs

Advanced Job Searc]

Specify your job search criteria. then click "Search for Jobs".

Review the Advanced Search criteria page. There are several ways to search,
including by:

7 | Review the
Advanced Search

criteria e Job Field (Area of Expertise/Experience)

e Location (Where the job is located in Cook County)
e Organization (City Department)

8 | Enter Search

. e Keyword
Crit
fiterta e Schedule
e Shift
9 | Click Search for * lob Level
e Job Type

Jobs :
e Education Level

Puctrg Dats

e e B P e B

Enter the search criteria for the types of postings you are interested in.

Click Search for Jobs.

Cook County Sheriff’s Office Page 25 of 29
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Forgot Password

1 | If you have Click Sign In to begin password recovery. The Sign In button is located in the
already created upper right corner of the main screen.

an account and

)
can’t remember T My Yob Cart | Sign In
the password,

you can use the
Forgot Password
or Forgot
Username
functionality.

2 | Click the Forgot Forgot Your Password?
Password option. Please enter your user name below, click OK, then follow the on-screen instructions.
Mandatory fields are marked with an asterisk.

Enter your User

; #User Name
Name and click [testuser3
OK.
QK| Cancel |
3 | You will receive a Forgot Your Password?

Forgot Password
screen with the
security question

Please answer the security question below.

Mandatory fields are marked with an asterisk.

you originally #What is my favorite color?
created. Supply purple

the answer and

click Confirm. Confirm | Cancel |
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4 | If you provide the
correct answer
for the question,
you will see a
Change Password User Mame
screen. Entera testuserd
new password
and confirm it in
the second I
password field.

Change Password
This page allows you to change your password.

Mandatory fields are marked with a red sguare.

«Mew Password

*Confirm New Password

Click OK to I
i Pleaze note that the password must rezpect the following
continue.

It must contain between § and 32 characters. Use
It must contain at least 1 letter(z) (ABCDEFGHUKLN
It must contain at least 1 numeric character(z) (013
It must not contain more than 2 identical consecuti
It must not contain your user name.

K| Sign out |

5 | If you have Welcome. You are signed in. | My Account Options

successfully

-~
changed your Job Search My Jobpage

password, you Basic Search| = Advanced Search | All Jobs
will
automatically be Basic Job Search

logged into the
career section.
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Forgot User Name

1 | Ifyou have Click Sign In to begin password recovery. The Sign In button is located in the
already created upper right corner of the main screen.

an account and

,
can’t remember —— @
the password,

you can use the
Forgot Password
or Forgot
Username
functionality.

2 | Click the Forgot
User Name Forgotten User Name
option. Please enter your email address below.
Enter your Email Email Address
address.
Click Validate. Validate | Cancel |

3 | You will be
prompted to
provide more
information and
click Validate
again.

The action cannot be completed.

The system cannot find a unique match. Please provide more information and Validate again

Forgotten User Name

For the system to identify your unique candidate record and retrieve your user name.|
record. Note that email addresses usually produce the best results.

First Name Last Name Middle Name
IHeidi ITEEI Candidate

Street Address

555 Any Street

Email Address

hcrall@taleo.com

Phone Number

Validate Cancel
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4 | Your username Username Retrieval Confirmation
WI” be confirmed You can go back to the login screen to access the application or use the forgot password feature if you don't remember your password.
and displayed on User Name

testapplicant

the screen. If you
want to return to
the login page,
click the Back to
Login Page link.
If you have
forgotten your
password, click
the Forgot
Password link.

Backiologinpage  Forqot your password?
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