Kansas Careers Job Aids (jobs.ks.gov)

Upload Documents to Your State of Kansas Careers Profile

This job aid shows you how to upload documents to your profile in Careers.

1. Access the State Employment Center Careers portal at: http://jobs.ks.gov

2. Click on the Careers button

3. Sign In with your User Name and Password
4. Click on My Job Applications

Careers

Search Jobs

Search by job title, location, or keyword »

Welcome Connie Sign Out
Search and review jobs from this page without registering. When you are ready to apply,
registration only takes a minute. Once you register and your account is created, then you
can upload documents, apply for jobs, and access our online career tools

% View Jobs Posted in Last 7 Days >
=" View All Jobs »
ﬁ My Job Nofifications 1>
My Job Applications 2>

My Favorite Jobs >
Q My Saved Searches 2>
- My Account Information >

5. Click Add Attachment

< Careers My Job Applications :

My Job Applications

Job Title Job ID Location Status Date Created Date Submitted Withdraw Application

gggfl 189379 Olathe Submitted 03/16/2018 1:57PM 03/16/2019 1:57PM Withdraw >
Public

Service 189411  Manhattan  Submitted 03/16/2018 3:17PM 03/16/2019 3:17PM Withdraw b

Executive

My Resumes

You have not provided any resumes

My Cover Letters and Attachments

You have not provided a Cover Letter or Attachment

Add Attachment



http://jobs.ks.gov/
http://jobs.ks.gov/

6. Select Attachment Type
7. Enter Attachment Title
8. Click Continue

Cancel Add Attachment

- “Attachment Type | Transcript Attachments ~

— “Attachment Title | Transcripts

TIP: You should also upload attachments such as Tax Clearance Certificates and DD214s to
your profile. Any document you upload here will automatically attach to every job opening
you apply for moving forward. We recommend uploading all cover letters and resumes
unique to a specific job directly inside the job application. All other documents not specific
to a job application should be uploaded here.

9. Click My Device

File Attachment X

Choose From

iy

My Device




10. Select the file to upload from your computer folder and click Open

Open

X
« v « Temp > Careers Documents v |O| | Search Careers Documents P
Organize ~ New folder = O @
& Downloads ~ Name Date modified
& Music ™ Transcript Sample 4/2/2019 4:44 PM
= Pictures
B Videos

Local Disk (C:)

[ .

= cguerrero (\\ks.loc\sok\data\l
= data (\\ks.loc\sok) (1))
= SCI (ks loc\sak) (U:)

¥ Network
E Camera
EPhotos e .
File name: V| A fles v
11. Click Upload
File Attachment
Choose From
TIP: Files must be under 1IMB
in size with a file type of .pdf,
.doc, .docx, .odt, .rtf, .txt.
Upload Clear
_ Transcript Sample_pdf
8| | File Size: 312KB




12. Click Done when upload is complete

File Attachment

Choose From

Transcript Sample_pdf
C51  File Size: 312KB

Upload Complete
]

13. Click Save

Cancel Add Attachment

“Attachment Type | Transcript Attachments e

*Attachment Title | Transcript

At this point, you receive a message saying the attachment has been added. The
attachment is now uploaded to your profile in the My Cover Letters and Attachments
section.

Need Help?
My Job Applications
Attachment is added X
g%gre‘ 189379 Olathe Submitted 03/16/2019 1:57PM 03/16/2019 1:57PM Withdraw >
Public
Service 189411  Manhattan  Submitted 03/16/2019 3:17PM 03/18/2019 3:17PM Withdraw >
Executive
My Resumes
You have not provided any resumes
My Cover Letters and Attachments
+
Attached File Job ID Attachment Title Attachment Type Date Uploaded

Transcript_Sample.pdf All Transcript Transcript Attachments 04/02/2019 5:12PM >




