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How to Save Your Candidate Profile and
Application(s) in SuccessFactors

Download and Save Your Candidate Profile
To save your Candidate Profile information, click on “Print Preview” in the upper right corner of the
screen:

T Delete Profile = Print Preview

A new pop up screen will appear with your profile information. In the top right corner, click on the
“Print” button.

=N

€ Close = Print '
24138

(B02) 111-2222
Hear more about career opportunities

v Previous Employment

v More Information

* Present Employer? Yes Employee ID L™
* Company Name West Telemarketing " Street Address —
= Title Customer Service Supervisor Street Address
* From Date 01/01/2006 * City [ ]
End Date MM/DD/YYYY * Postal Code -
* Country United States

* Present Employer? No *State Vermont
* Company Name UNSPECIFIED * Does your spouse, -
* Title Customer Service Representative r’oommate., .dcmlestlc
R partner, civil union

From Date 01/01/2006 partner, any relative of
End Date 12/31/2011 any of the foregoing, or

s Edusatian

any relative of yours
work for the State of
Vermont?

In the “Destination” field, you can either select a printer to print a hard copy of your profile, or you can
select a “Print to PDF” option if you would like to save an electronic version. Click the “Print” button in
the bottom right to print or save:
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Print 1 sheet of paper
Destination E Microsoft Print to PDF +
Pages All -
Layout Portrait -
Calor Color -
Mare seftings v

@ coneel
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To download your application and/or cover letter, click on the links labeled “Employee X’s Resume” and

“Employee X’s Cover Letter.”

Brenda Carleton

BC

W Delete Profile = Print Preview

Candidate ID: 24138

*Phone: (802) 111-2222

~ | Hear more about career opportunities

Data Privacy Statement

Welcome! This is your Career Site to explore the opportunities to grow within State Government
Please create your Candidate Profile below by completing the following simple steps:

+ Upload your resume. A chronological resume is strongly recommended. Your uploaded resume will auto-populate many sections of your profile;
verify that information for accuracy. If you da not have a resume, you may enter your information in each section.

+ Simply click within each section to add your information in the fields provided. Required fields are indicated by a red asterisk (")
«If you are applying to & specific job, make sure all your profile information is up-to-date and complete the job specific information section.

« To view the status of your job application(s), click the “Job Applications” link in the top navigation bar.

Access our help resources by clicking on the *Help and User Guides” tile on your home page.

Talent Acquisition Team | State of Vermont | Department of Human Resources
@ Brendz Carleton's Resume # T (@)

Last Updated: 01/19/2023
@ Brenda Carleton's Cover Letter /T

Last Updated: 01/19/2023

The documents will automatically download to your device.

Download and Save Your Applications

To download an application and/or cover letter that has already been submitted. Go to Job Applications
tab to view a listing of all positions to which you’ve applied:
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Jobs Applied

Job Title T Date Applied Status

Benefits Programs Specialist Select 46040 01/19/2023 Application received

ltems per page: Showing 1-1 of 1

Under the “Actions” column, select “View/Edit Application” for each application that you would like to
print or save:

Jobs Applied

Job Titte Date Applied

Benefits Programs Specialist Select -~ 45040 01/19/2023

£ View Resume

ltems per page: |10 Showing 1-1 of

3 Withdraw Application

| Find More Jobs _ S

To download the application, click on Print Preview in the upper right corner, on when your application
comes up on the pop up screen, select “Send to Printer” from the top. As with your profile, you can print
a hard copy or download an electronic version by selecting the appropriate destination.
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| 5 Send To Printer._. || 3 Close Praview |

Legal First Name

Legal Last Mame
Primary Phone
Country

Cover Letter

Attach Resume/CV
Attached Documents:
Additional Documents:

If you did not upload a
resume, please use this
area to list all relevant
waork experience/job
responsibilities relevant
to this position.

To download the resume and/or cover letter that was submitted with this application to your device,
click on the links labeled “Employee X’s Resume” and “Employee X's Cover Letter.”

Application

Brenda

Carleton

(802) 111-2222

United States

Last Updated: 01/19/2023
Last Updated: 01/19/2023
0 attached

0 attached

Application

* Legal First Mame

* Legal Last Name

* Primary Phone

* Country

Cover Letter

Attach Resume/CV

Brenda ‘

Carleton ‘

(802) 111-2222 ‘

United States s ‘

% Brenda Carleton's Cover Letter

AT

Last Updated: 01/19/2023

[% ' Brenda Carleton's Resume & T (2)
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