
ABOUT UMUC’S ONLINE EMPLOYMENT APPLICATION

UMUC’S ONLINE APPLICATION CONTAINS MANY POP-UP WINDOWS.  
BEFORE YOU BEGIN, TURN OFF ALL POP-UP BLOCKERS.

TO SUCCESSFULLY SAVE YOUR RESUME AND COMPLETE THE 
REGISTRATION PROCESS YOU MUST COMPLETE THE ENTIRE 
APPLICATION.  THE APPLICATION CONTAINS TWELVE PAGES.  WHEN YOU 
HAVE REACHED THE LAST PAGE AND CLICKED THE SUBMIT BUTTON YOU 
HAVE COMPLETED THE APPLICATION/REGISTRATION PROCESS.

AN AUTOMATIC TIME-OUT FEATURE IS IN PLACE IF THERE IS NO ACTIVITY 
AFTER 30 MINUTES.  IF YOU ARE TIMED OUT BEFORE YOU HAVE 
SUBMITTED YOUR APPLICATION YOUR INFORMATION WILL NOT BE SAVED.

AFTER YOUR APPLICATION HAS BEEN SUBMITTED YOU WILL RECEIVE AN 
ACKNOWLEDGEMENT EMAIL NOTIFYING YOU THAT YOUR APPLICATION 
HAS BEEN RECEIVED.

MAKE A NOTE OF THE EMAIL ADDRESS AND PASSWORD YOU USED TO 
REGISTER.  THIS IS THE EMAIL ADDRESS WE WILL USE TO CORRESPOND 
WITH YOU REGARDING THE POSITION FOR WHICH YOU APPLIED.  
ADDITIONALLY, YOU WILL USE THIS EMAIL ADDRESS AND PASSWORD TO 
LOGON AND APPLY FOR FUTURE POSITIONS WITH UMUC.



ABOUT UMUC’S ONLINE EMPLOYMENT APPLICATION

IF YOU HAVE QUESTIONS OR EXPERIENCE PROBLEMS WHILE COMPLETING 
YOUR APPLICATION PLEASE SEND AN EMAIL TO 
WWW.HRJOBS@UMUC.EDU UNDER EMPLOYMENT OPPORTUNITIES.

http://WWW.HRJOBS@umuc.edu/


UMUC’S ONLINE EMPLOYMENT APPLICATION: 
ICONS AND NAVIGATION TOOLS

BELOW ARE ICONS AND SYMBOLS USED TO NAVIGATE AND VIEW 
SELECTION OPTIONS ON UMUC’S ONLINE EMPLOYMENT APPLICATION.

CLICK ON THE ARROW TO VIEW THE LIST OF RESPONSE 
OPTIONS.

USE THIS BUTTON TO MOVE TO THE NEXT PAGE. 

USE THIS BUTTON TO MOVE BACKTO THE PREVIOUS PAGE.

USE THIS BUTTON TO ENTER INFORMATION THAT WILL 
ALLOW YOU TO FINE TUNE YOUR SEARCH OPTIONS TO 
LOCATE AN APPROPRIATE RESPONSE.

USE THIS BUTTON TO SELECT A DATE FROM THE 
CALENDAR.



Enter a keyword and 
select “SEARCH” to 

narrow your selection list.  
Or, simply select 

“SEARCH” to view the 
entire list of open 

positions.



Click on the job title for 
the position for which you  

would like to apply.



After you select the job the job 
posting will appear.  It contains 
the job description, the job 
duties and the last date 
applications will be accepted.

The last date applications will 
be accepted for the position 
appears here.



Select ADD JOB TO 
BASKET to add the position 
to the list of jobs you want to 
apply for.

Select RETURN TO JOB 
POSTINGS to view other 
jobs and add them to your 
job basket.

To review the list of jobs you 
have added to your basket 
select JOB BASKET.



This is the list of positions 
for which your application 
will be submitted.

Items can be deleted from 
the list by selecting DELETE 
here.

If you are ready to complete an 
application for the jobs in your job 
basket select APPLY FOR JOBS  IN 
BASKET.



If you are or have been a 
UMUC student in the last 
3 years you must use the 

student portal to apply 
for jobs.  Current UMUC 
employees must apply 
for jobs via self service.

If you are not a UMUC student or 
employee and have registered previously 
select ‘NO’, enter the email address and 
password you used when you registered 

and select SIGN ON.

If you have registered previously and cannot remember your password send an email 
to HRJOBS@umuc.edu.  Provide your name, day-time phone number, the email 
address you used to register and the name and phone number of at least 1 of the 

references listed on your application (This information will only be used to validate that 
the person requesting the password is the person that completed the application.)

mailto:HRJOBS@umuc.edu


If you are not an UMUC 
student or employee and you 
have not registered previously 

select ‘NO’, enter an email 
address and password and 

select REGISTER. 

Do not use any spaces or special 
characters such as ! # $ % ^ & * ( ) 
+ = in your password.  Use of such 

characters will cause problems 
with your application submission.



Tell us how you heard about 
us by selecting the 

appropriate response from 
the list of REFERRAL 
SOURCES.  Use the 

SPECIFIC REFERRAL 
SOURCE field to provide a 

detailed description.

List of referral sources Use 
the arrows to move up and 

down the list of values.

After you have chosen your 
referral source select NEXT 

to continue.



Select a prefix from the drop 
down menu and enter your 

legal FIRST NAME and 
LAST NAME in the 

corresponding boxes.

If necessary, use the CHANGE COUNTRY 
hyperlink to select the country you live in.  

(The default is USA.)  Enter your full 
address in the spaces provided.



Select the PHONE TYPE and 
enter a TELEPHONE NUMBER 
where you can be reached 
during the day.  Do not use 
parentheses or dashes.

The email address you used to register 
will automatically appear and cannot be 
changed.  Select the email type from the 
drop down menu.

Select PREVIOUS to go back to page 
2 or NEXT to go on to page 4.



If you already have a cover letter 
and resume you can cut and paste 
them here.  NOTE:  review this 
information for formatting changes.  
Special characters such as 
apostrophes and asterisks may 
appear as inverted question marks.

You can also enter a cover letter 
and resume by typing the data in 
the space provided.

Select PREVIOUS to go back to page 
3 or NEXT to go on to page 5.



Select ADD to enter information about 
any current or past employment history 
you would like to be considered as work 
experience relevant to the position(s) for 
which you are applying.  

NOTE: If the job description for a positing states a specific 
amount of work experience is necessary, only experience 
identified as relevant work experience added under 
CURRENT AND PRIOR EMPLOYMENT will be used to 
calculate your years of experience for the position. (Indicate 
relevant work experience by selecting the RELEVANT 
WORK EXPERIENCE box on the page.)



A page will appear allowing you to add 
information about the start and end date 
of the employer you worked for as well as 
your last job title, the city, state and 
telephone number of the organization and 
your final rate of pay.  Additionally, if the 
tasks you performed while employed 
there provided experience relevant to the 
job for which you are applying select the 
RELEVANT WORK EXPERIENCE box.

Select ‘OK’ to save your 
responses or CANCEL to delete 
them.

Do not enter any dollar signs or 
commas.  (ex. $35,000 should be 
entered as 35000)



Select add to enter additional  
employment history. Select PREVIOUS to go back to page 

4 or NEXT to go on to page 6.



Select your highest level of 
education from the drop down 
menu.  (Note this field is required 
to register/submit your resume.



To enter completed College or 
University information select 
the ADD button here.

If you choose not to provide any detailed 
education information you can select NEXT 
to move on to page 7.



TO ENTER DETAILED 
COLLEGE/UNIVERSITY INFORMATION
In the corresponding fields use the drop 
down menus to locate your DEGREE, 
enter the DATE ISSUED, and whether or 
not you GRADUATED, select the 
COUNTRY where the college you 
attended is located and select your 
MAJOR and the name of the SCHOOL 
you attended.

If you choose to provide details regarding  
your college/university history you will be 
unable to save the data unless you 
provide the DEGREE, DATE ISSUED , 
MAJOR and SCHOOL.

Select ‘OK’ to save your 
responses or CANCEL to 
delete them.



To enter multiple College/ 
University information select 
the ADD button here.

If you choose not to provide additional 
grade school/professional education 
information or college/university information 
you can select NEXT to move on to page 7.



Select ADD to enter information about 
any professional licenses or 
certifications you may hold.

If you choose not to provide License and 
Certification information you can select NEXT to 
move on to page 8.



TO ENTER DETAILED 
LICENSE/CERTIFICATION INFORMATION

In the corresponding fields use the drop down 
menu to locate the LICENSE OR 
CERTIFICATION you hold, enter the DATE 
ISSUED, provide the LICENSE/ 
CERTIFICATION NUMBER, enter the name 
of the ISSUING ORGANIZATION.

Select ‘OK’ to save your 
responses or CANCEL 
to delete them.



Select ADD if you would like to  provide 
information about additional professional 
licenses or certifications you may hold  

If you choose not to provide additional License/ 
Certification information you can select NEXT to 
move on to page 8.



Select ADD to provide information about 
references.  NOTE:  You must provide 
information about at least 1 reference.

NOTE: Make a note of the information you provide 
regarding references.  If you lose or forget your password 
to access this application you will be required to verify the 
name and telephone number of at least one reference 
you listed as a method of verifying your identity.



TO ENTER REFERENCE INFORMATION
In the corresponding fields enter the FIRST 
NAME, LAST NAME, TITLE and DAY TIME 
TELEPHONE NUMBER where this reference 
can be reached.  Also enter the NAME OF 
THE REFERENCE’S EMPLOYER and select a 
REFERENCE TYPE from the drop down menu.

Select ‘OK’ to save your 
responses or CANCEL to 
delete them.



Select ADD to provide additional  references.  

If you choose not to provide additional references 
you can select NEXT to move on to page 9.



Use this page to provide information on the type of 
job you are seeking.  Indicate the geographic 
location you desire, your willingness to travel and/or 
relocate, the date you would like to begin 
employment, if applicable, the days of the week you 
would like to work, whether you are seeking regular 
or temporary employment, whether you desire full 
or part time employment and the department/job 
category you are interested in.

After you have completed this page select 
NEXT to move on to page 10 or 
PREVIOUS to go back to page 8.



Use the YES and NO buttons to provide information 
about your employment status and background.  
Additionally, if you have a relative that works for 
UMUC, you have worked for the State of Maryland 
previously, you have been convicted of a crime or 
do not wish us to contact your current employer, 
please provide explanations in the boxes provided.

After you have completed this page 
select NEXT to move on to page 11 
or PREVIOUS to go back to page 9.



Provide your social security number (do not enter 
dashes) as a method for us to verify your identity.  
Use the AGREE or DISAGREE buttons to validate 
that the information you have provided on the 
application is accurate, that you understand that 
proof of eligibility to work in the United States is 
necessary within 3 business days of your initial date 
of hire, and that selecting AGREE is equivalent to 
providing a signature.

Select I UNDERSTAND to provide acknowledgement that you 
have read and understand the law prohibiting polygraph tests 
as a condition of employment.  When you click on I 
UNDERSTAND you will automatically move to page 12 to 
review your application responses and submit your application. 
You can also select PREVIOUS to go back to page 10.



This is your final opportunity to review the 
information on your application before you submit it 
for consideration.  Use the numbered circles at the 
top or on left hand side of the page to return to any 
portion of the application you would like to change 
or review.  For your convenience an explanation of 
the information on each page has been provided.  

When you are ready to submit your 
application select the SUBMIT button 
at the bottom of page 12.



CONGRATULATIONS! You have successfully 
completed the application process.  You will 
receive an email confirmation that UMUC has 
received your data.  If you have any questions 
regarding your application or the position for 
which you have applied you may send an 
email to HRJOBS@UMUC.edu and someone 
will respond to you as soon as possible.

mailto:HRJOBS@UMUC.edu


If you choose to provide us 
with self identification 
information such as your 
gender, race, disability or 
military status please select 
ACCEPT, complete the 
information below and select 
SUBMIT.  Otherwise, select 
DECLINE and the page will 
disappear.  This information 
in no way impacts the 
applicant selection process.  


