m Calgary Board Updating or Completing an Application | External
of Education Applicants

Quick Reference Guide

Purpose
This guide is intended for applicants who are not currently CBE employees, and shows the processes for:

Checking the status of a job application;

Completing an application saved as a draft; or

Updating a previously submitted application in the Calgary Board of Education (CBE) Careers site.

If you are a current CBE employee, go to Insite and search “Updating or Completing an Application.” For help with submitting
an initial application as an external applicant, see the Applying for a Job — External Applicants QRG.

The Instructions column below lists the steps required to complete each task. The Notes column provides additional
information and/or screenshots to help you locate the input field on the screen.

Instructions Notes

1. Openthe CBE https://www.cbe.ab.ca/careers
Careers website

2. CIle Learn MO re A Variety of Career Opportunities
We have many opportunities inside and outside the classroom; from teachers to school support staff, faci

u nder e |th er: accountants and so much more. We are always looking for talented people.

Join us and be part of a world-class education system where employees are highly valued and recognized|

Teach with Us or:

Support, Technical

& Professional Teach With Us Support, Technical &
Professional Careers
Foster learning and inspire our school system needs

Careers ctudents, Foh o5

A list of all jobs, including general teaching applications, can be found in:

Apply Now for
TeaChing Teaching Opportunities [

Opportunities, or

Apply Now for Apply Now Ii
Support, Technical Support, Technical & Professional Opportunities

& Professional
Opportunities
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4. Click Sign in on the

Welcome s Sign In | New User
Careers page
5. Enter a User Name Sign In x
and Password <User Name
*Password

Forgot User Name | Forgot Password

Are you a new user? Register Now

As a current Calgary Board of Education employee, use Employee Self Service to
search and apply for jobs.

NOTE: To reset your password, click Forgot Password and follow the prompts.

6. Click Sign In

signin

A Welcome screen is displayed once you successfully sign in as a returning job seeker.

You can exit the Careers page by clicking Sign Out in the upper right corner.

7. Click My Job
Applications

My Job Applications 2 ‘

The My Job Applications screen is displayed.

< Careers My Job Applications

My Job Applications l — Mot
Job Title Job ID Location Status Date Created Date Submitted Withdraw Application
Eg Assistant, Special Education Centre  Submitied 1201/2020 2:49PM 12/01/2020 2:49PM Withdraw >

My Resumes More

WWM

Check the status of your job application. Click More, to view all applications submitted
so far, or to view applications from a specific period.

1. Openthe CBE
Careers website
jobs

https://www.cbe.ab.ca/careers

= Click Learn More under either: Teach with Us, or Support, Technical &
Professional Careers

= Select either: Apply Now for Support, Technical & Professional
Opportunities, or Apply Now for Teaching Opportunities
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2. Click Sign in on the

Welcome = Sign In | New User
Careers page
3. Enter a User Name sign In x
and Password “User Name
*Password

Forgot User Name | Forgot Password

Are you a new user? Register Now

As a current Calgary Board of Education employee, use Employee Self Service to
search and apply for jobs.

4. Click Sign In [T

5. Click My Job
Applications

My Job Applications b4

6. Click Arrow button Applications that are saved as draft are indicated with a status of “Not Submitted”.

My Job Applications ' More
Job Title Job ID Location Status Date C| ‘Withdraw Application

Education Assistant -

Special Education - i i

Casual Roster | Various Schools Mot Submitted  14/01/2 Withdraw — >
Various Schools

7. Update the
application as
necessary

8. When you have

confirmed all the
information is A green bar is displayed to indicate that “You have successfully submitted your job
correct, click Submit | application.”

1. Openthe CBE https://www.cbe.ab.ca/careers
Careers website
jobs

= Click Learn More under either: Teach with Us, or Support, Technical &
Professional Careers.

= Select either: Apply Now for Support, Technical & Professional
Opportunities, or Apply Now for Teaching Opportunities.
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2. Click Sign in on the

Welcome = Sign In | New User
Careers page
3. Enter a User Name Sign In %
and Password “User Name
*Password

Forgot User Name | Forgot Password

Are you a new user? Register Now

As a current Calgary Board of Education employee, use Employee Self Service to
search and apply for jobs.

4. Click Sign In

signin

5. Click My Job
Applications

& My Job Applications 3 >|

6. Click Arrow button Note: To change a submitted application, you must first withdraw the application.

From the submitted applications, select the one you want to change.

My Job Applications

7. Click Withdraw

My Job Applications
Job Title Job ID Location Status Date Created Date Submitted ‘Withdraw Application

Ed Assistant. Special Education Cenire  Submitted 1210112020 2:49PM 12/01/2020 2:49PM = Withdraw -_—t

My Resumes

Job ID

Note: after withdrawing your application, you must restart the job application process.

Depending on the status for this application, you may get the warning message below.

Your application is prevented from being withdrawn at this stage of the process.
For additional information, please call 403-817-7333.

i

Note: Applications that have been withdrawn will not be reviewed by the Recruitment
team. Make sure you resubmit an updated application if you are still interested in the
position.

For more information see the Applying for a Job — External Applicants Quick Reference
Guide.

For answers to further questions regarding Updating or Completing an Application for External Applicants, call the HR
Employee Contact Centre (ECC) directly at (403) 817 7333.
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