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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 
Explorer 

 
Open an Internet Explorer browser window and type the following URL into the 
address bar: 
 
Click on Go or hit the “Enter” key on your keyboard. 
 
Note:  This URL does NOT have “www” in it. 
 

 
2 
 

 
External 
Candidate Link 
 
Internal Candidate 
Link 

 
If you are not a current Cook County Sheriff’s Office employee use:  
 https://stgcookcountyil.taleo.net/careersection/300/jobsearch.ftl?lang=en 
 
If you are currently a Cook County Sheriff’s Office employee use: 
https://stgcookcountyil.taleo.net/careersection/350/jobsearch.ftl?lang=en 
 

 
3 

 
Click Sign In 

 
On the Job Search page click Sign In. 
 

 
 
 
 

 
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. 
 

 
 
Note:  User Names and Passwords are case sensitive 
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5 
 

 
Enter a User 
Name, Password, 
and then Re-
enter your 
Password 
 

 
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. 
 

 

 
6 
 

 
Click Register.  
Complete the 
fields and click 
Register. 
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7 

 
You will be asked 
to enter a 
security question.  
This question will 
allow you to reset 
your password if 
you forget it. 
 
Enter a question 
and answer.   
 
Click OK. 

 

 

 
8 
 

 
Click on My Job 
page. 
 

 
Click on My Jobpage. 
 

 
 

 
9 

 
Click on Access 
my Profile. 
 

 
Click on Access my Profile toward the right hand corner of the screen. 
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10 

 
Begin with 
Contact 
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 
information. 
 

 
 

 
 
 

 
. 
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11 

The Job Posting 
Notification 
function will send 
you an email 
when new 
positions 
matching your 
preferences are 
posted. 

 

 
 
 

 
12 

 
Complete the 
profile fields to 
describe the type 
of work you are 
seeking and the 
qualifications you 
have.   
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13 

 
Continue to the 
Job Field section. 
  
Select a Category 
and Function, if 
desired.   
 
Click Add to List 
to include it in 
your selections.     

 

 
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. 

 

 
 
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. 
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15 

 
Complete the 
Organization 
preferences 
section to identify 
any specific 
organizations 
where you would 
like to work 
within Cook 
County.  

 

 
 
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. 

 
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. 
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Applying for a Job 
 

 
1 

 
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.ftl?lang=en 
 
If you are currently a Cook County Sheriff’s Office employee use: 
https://stgcookcountyil.taleo.net/careersection/350/jobsearch.ftl?lang=en 
 
Click on Go or hit the Enter key on your keyboard. 
Note:  This URL does NOT have “www” in it. 
 

 
2 

 
Click Sign In. 

 
On the Job Search page click Sign In. 
 

 
 
 

3  
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. 
 
Note:  User Names and Passwords are case sensitive 
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4 
 

 
Enter a User 
Name, Password, 
and then Re-
enter your 
Password 
 

 
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. 
 
Click Register.  
 

 
 

 
5 
 

 
Click Register 

 
6 

 
Click the Job 
Search tab. 
 

 
Click on the Job Search tab. 
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7 
 

 
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. 
 

 
 

 
8 
 

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

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

 
 

 
 
 

 
9 

 
Click Continue. 
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10 

 

 
Click I want to 
upload a resume 
 

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

 
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. 
 

 
11 

 

 
Click Browse 

 
12 

 

 
Click Save and 
Continue 
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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 
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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. 
 

 
 
Complete the Source Type information to describe how you learned about the 
position. 
 
Click Save and Continue to advance to the next page. 
 

  



Candidate Experience Click-by-Click Guide  July 2010 
 
 

 
Cook County Sheriff’s Office  Page 16 of 29  

 
14 

 
Complete the 
Evaluation and 
Qualification 
pages which 
contain questions 
about your work 
experience and 
training. 
 
Click Save and 
Continue to 
advance to the 
next page. 
 
Note that all 
questions are 
required. 
 
 

 

 

 
15 

 

 
Enter Previous 
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. 

 

 
 
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. 
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16 

 

 
Enter Education 
Information 
 

 
Enter Education Information. This is required. 
 

 
 

 

 
17 

 

 
Click Save and 
Continue 
 

 
18 

 
Enter 
Certifications 
that are required 
or relevant to this 
position. 
 

 
Enter information on any certifications that you hold which may be relevant to your 
job application on the Certifications Page.    
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19 

 

 
Click Browse to 
select a file for 
attachment. 
 

 
Click the Browse button to select a file for attachment to your application.   
 

 
 

Once the document is attached, you have the ability to designate which 
attachments are relevant to that particular job application. 
 

 
 

 
20 

 

 
Click Attach. 

 
21 

 

 
Click Save and 
Continue. 
 

 
22 

 
Enter your Full 
Name and 
Unique Identifier 
 

 
Read the Electronic Signature Statement in full.  Enter your Full Name and Unique 
Identifier. 
 

 
 

 
23 

 

 
Click Save and 
Continue. 
 

 
24 

Complete the 
Voluntary EEO 
Disclosure.  While 
each question is 
required, you 
have the ability to 
decline to 
disclose your 
personal 
information.   

 

 

 
25 
 

 
Review the 
Summary Page. 
 

 
Review the Summary Page for all edits that you’ve made to the job application. 
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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 
page.  When your 
submission is 
confirmed, the 
system will 
display a process 
confirmed 
message. 
 

 

 

 
Completed 
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Viewing Jobs That You Have Applied For 
 

 
1 

 
Click My 
Submissions on 
My Jobpage. 
 
 
 

 
Click My Submissions on My Jobpage.  This page will display all of the Cook County 
Sheriff’s Office jobs for which you have applied. 
 
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 
hyperlink below 
the submission to 
perform an action 
on the 
application. 
 

 
Click the hyperlink below the submission to perform an action on the application.   
 

 
 
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. 
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Using the Job Cart (Adding/Removing Jobs) 
 

 
1 

 
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. 
 

 
 

 
2 

 
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. 
 

 
 

 
3 
 

 
To remove 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. 
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4 
 
 

 
 
 
Verify removal 
from job cart 

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

 
 
 

 
 
 

Completed 
 

Formatted: Font: (Default) Calibri
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Using Job Search (Basic/Advanced) 
 

 
1 

 
Click the Job 
Search tab 
 

 
Click the Job Search tab. 
 

 
 

 
2 
 

 
Click Basic Search 

 
3 
 

 
Review Basic 
Search Criteria 
 

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

• Job Number (Job Posting Number if you know this) 
• Job Field (Area of Expertise/Experience) 
• Location (Where the job is located in the County) 
• Organization (Sheriff’s Department or other County Department) 

 

 
 

 
4  
 

 
Enter search 
criteria 
 

 
5 
 

 
Click Search for 
Jobs 
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6 
 

 
Click Advanced 
Search 
 

 
Click the Advanced Search Tab to perform a more detailed search. 
 

 
 

 
7 
 

 
Review the 
Advanced Search 
criteria 
 

 

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

 

• Job Field (Area of Expertise/Experience) 
• Location (Where the job is located in Cook County) 
• Organization (City Department) 
• Keyword 
• Schedule 
• Shift 
• Job Level 
• Job Type 
• Education Level 

 

 
 

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

Click Search for Jobs. 

 
8 
 

 
Enter Search 
Criteria 
 

 
9 
 

 
Click Search for 
Jobs 
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Forgot Password 
 

 
1 
 

 
If you have 
already created 
an account and 
can’t remember 
the password, 
you can use the 
Forgot Password 
or Forgot 
Username 
functionality. 

 
Click Sign In to begin password recovery.  The Sign In button is located in the 
upper right corner of the main screen. 
 

 
 

 
 

 
2 
 

 

 
Click the Forgot 
Password option. 
 
Enter your User 
Name and click 
OK. 
 

 

 

 
3 

 
You will receive a 
Forgot Password 
screen with the 
security question 
you originally 
created. Supply 
the answer and 
click Confirm. 
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4 

 
If you provide the 
correct answer 
for the question, 
you will see a 
Change Password 
screen.  Enter a 
new password 
and confirm it in 
the second 
password field. 
 
Click OK to 
continue. 

 

 
 

 
5 

 
If you have 
successfully 
changed your 
password, you 
will 
automatically be 
logged into the 
career section. 
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Forgot User Name 
 
 

 
1 
 

 
If you have 
already created 
an account and 
can’t remember 
the password, 
you can use the 
Forgot Password 
or Forgot 
Username 
functionality. 

 
Click Sign In to begin password recovery.  The Sign In button is located in the 
upper right corner of the main screen. 
 

 
 

 
 

 
2 
 

 

 
Click the Forgot 
User Name 
option. 
 
Enter your Email 
address. 
 
Click Validate. 
 

 

 

 
3 

 
You will be 
prompted to 
provide more 
information and 
click Validate 
again. 
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4 

 
Your username 
will be confirmed 
and displayed on 
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. 

 

 

 


