
WELCOME TO THE 
CAREERS @ NAU 

APPLICANT TUTORIAL!
This tutorial will take approximately 15 minutes to complete.



MAKING THE APPLICATION WORK FOR YOU!

After reviewing this tutorial, you will have learned how to apply and 
manage your NAU Job Search.

You will have the ability to…

• Learn about Employment Opportunities at NAU.
• Search for specific jobs.
• Apply online for Employment.
• Attach a resume, CV, or other documents to your NAU Employment Application
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LET’S BEGIN…

Suggested information and materials to have prior to applying:

• Education, references, and employment information.
• An electronic copy of any documents that you may want to send 

along with your application (resume, CV, cover letter, etc.).
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HELPFUL HINTS

• Do not use your browser’s “Back”, “Forward”, or “Refresh” 
buttons to navigate the site.  
– This may cause unexpected or unwanted results, including 

losing your saved information.
– Please use the provided navigational buttons within the site to 

ensure correct results.

• If you leave your computer before completing all of the data for 
your application, be sure to click “Save”.

• To protect the security of your data, the system will 
automatically log you out after 30 minutes of inactivity.
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CAREERS @ NAU

• To get started, navigate to nau.edu/hr.
• Then, locate the “Careers at NAU” button on 

the page.  
• Click on “Careers at NAU”
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To get started, 
navigate to 
nau.edu/hr

Click here to see 
current job 
openings.



CAREERS @ NAU
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• To search for staff job openings, locate the link called 
“Staff Openings”.

• To search for faculty job openings, locate the link called 
“faculty and administrator openings”. Click here to 

see current 
faculty

job openings.

Click here to 
see current 

staff
job openings.



CAREERS @ NAU

• New users should click on the “New User” link to begin the 
application process.

• Existing users should click on the “Sign In” link to sign in to their user 
account.
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New users 
click here.

Existing users 
click here.



SIGNING IN

• If you have forgotten your user name, click 
on the link that states “Forgot User 
Name”.

• If you have forgotten your password, click 
on the link that states “Forgot Password”.

• Please note that user name and password 
are case-sensitive fields.
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If you forgot your 
User Name or 

Password, click 
here.

Note:  User Name 
and Password are 

case-sensitive 
fields.



PASSWORD REQUIREMENTS

Please select a new password that:
• (1) Has minimum of 12 total characters.  Passwords may contain special 

characters.
• (2) Does not match your username.
• (3) Does not match any of your email addresses.

*If you have forgotten your password or username please use the Forgot Username and Forgot 
Password links on the sign in page. Your username and temporary password will be emailed to you.  

**Current NAU employees and students your usernames and passwords are not synced with your
current Louie login information.

Applicant passwords are set to expire every 120 days. If your password has expired, you will be 
required to change it. If you have any questions, please email: HR.Contact@nau.edu.
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REGISTER – NEW USER

• Create a user name and password by completing the fields “User 
name”, “password”, “confirm password”, “first name”, and “last 
name”.  These are all required fields.

• Additionally, an email address and a mailing and/or physical address 
are required fields.  These are required so that we are able to 
communicate with you and assist with login issues if you forget your 
user name and password.  

• When you have finished entering all the required information, click 
the “Register” button to continue applying for a job.
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Create a User 
Name and 
Password.  

To create an 
account, all 

fields with an * 
are required.

Click here when 
you are all 

done.

Reminder:  User 
Name and 

Password are 
case-sensitive 

fields. 

Note:  An email 
address is 

required so we 
are able to 

communicate 
with you and 

assist with login 
issues if you 

forget your user 
name and 
password.



CAREERS HOME

• On the careers home page, there are several different ways to search and manage job openings.
• A listing of jobs appears.  You can scroll down using your mouse to browse available openings.  
• In the “Keywords” field you can enter specific search criteria and click the “search” button to narrow down the search results. 
• If you would like to add a job to “My Favorite Jobs”, click the star icon to the right of the job opening you would like to save. 
• To view the jobs you have added to “My Favorite Jobs”, click on “My Favorite Jobs” at the top of the page.
• If you would like to see the job description for a specific job, click on the link that corresponds to the job title you wish to see.
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To find a specific 
job, you may scroll 
through or search 
for a specific job.

If you would like to see the 
job description for a 

specific job, click on the job 
title.

To add a job to 
“My Favorite 

Jobs”, click here.

View Favorite Jobs 
here.



JOB DESCRIPTION

• While you are in the job description window, 
you can scroll through other job descriptions, by 
clicking the links that say “previous job” or “next 
job”.

• If the job description appeals to you, and you 
wish to apply, scroll to the bottom of the page.
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You can click 
through the job 

postings in the job 
description view.

Scroll down to 
the bottom of the 
page to apply for 

the job.



JOB DESCRIPTION

• Once you are at the bottom of the page, you 
can click on the button that says “Apply” to 
apply for the position, or you can click on the 
button that says “email to friend” to send the job 
posting information via email to a friend.
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If you would like 
to apply for this 
job, click here.

You can email 
this job to a friend 
by clicking here.



APPLY FOR A JOB – START

• Please read the terms and agreements and then check the box next to the 
affirmation statement before proceeding with your application process.  

• There are two ways you can navigate through the steps of the application 
process.

• At the top of the page, you will find a breadcrumb trail.  You can click through 
each of the steps (i.e. “start”, “résumé”, “education, experience and other 
qualifications”, etc.).

• At the bottom of the page, you will find “next”, “previous” and “exit” buttons.
• Click on the “next” button to move to the next step.
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Click the “Next” 
button to move 
to the next step.

Read the terms and 
agreements, and then 
select the affirmation 

statement.

You can navigate 
through the steps 

by clicking 
through here.



ATTACH A RÉSUMÉ/CV

• You are now on the step of the application process where you can upload your 
résumé.  You can upload your cover letter and resume as separate documents.

• Other attachments (including transcripts, certificates, licensures, etc.) may be 
attached on the next page.

• To attach your résumé, click on the button that says “Attach Resume/CV”.
• To attach your cover letter, click on the button that says “Attach Cover Letter”
• Once you have reached this point in the application process, you can save your 

application for later by clicking the button that says “Save as Draft”.
• If you wish to apply without a résumé/CV or cover letter, click the “Next” button.
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You can attach 
your résumé and 

cover letter as 
separate 

documents.

At this point, you 
can save your 
application for 

later.



ATTACH A RÉSUMÉ/CV

• A new window will open.  Click the 
button that says “Choose File” to 
browse your computer files for your 
résumé/CV attachment.

• Once you have selected the 
appropriate file, click on the button 
that says “Upload”.
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Upload your 
resume/CV 
attachment.

Click “Choose File” 
to browse your 

computer files for 
your résumé/CV 

attachment.



ATTACH A RÉSUMÉ/CV

• If, after you have uploaded your document, you would like to change 
the document attached to your application, click on the button that 
says “Use Different Resume” to upload a new document.  

• Please note that after you apply, if you would like to attach a 
different document, you may reapply if the position is still posted.

• When you are finished uploading your document, click the button 
that says “Next” to move to the next step in the application process.
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Click the “Next” 
button to move 
to the next step.

If you would like to change the 
document attached to your 

application, click here to upload 
a new document.  

Note:  After you apply, if you 
would like to attach a different 
document, you may reapply if 

the position is still posted.



ADDITIONAL ATTACHMENTS

• You may attach additional documents to your application such as 
Certificates and licensures, portfolio/work samples, transcripts, etc. 
to complete your application.

• You may attach only one of each type of attachment.  If you have 
more than one of a type of attachment, you will need to combine 
them into one document.

• If you wish to apply without additional attachments, you can click the 
“next” button.
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Click on 
“Add 

Attachment”



ADDITIONAL ATTACHMENTS

• Select the type of additional attachment from 
the drop-down menu.

• A new window will open.  Click the button that 
says “browse” to search your computer files 
to find the document you wish to attach.

• Once you have selected the appropriate file, 
click on the button that says “Upload”.
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Select the type 
of attachment 
you wish to 

include.

Click “Browse” to 
search your 

computer files for 
your attachment.

Upload your 
attachment.



ADDITIONAL ATTACHMENTS

• After you have attached the documents you want to include, click the 
‘Next’ button to move to the next step.
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Click the “Next” 
button to move 
to the next step.



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• You are now on step 4 of the application process, where you will 
enter in your education, experience, and other qualifications.  

• To add in your work experience, click on the button that says “Add 
Work Experience”.
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Click here to 
add your work 
experience.



WORK EXPERIENCE

• Add your employment history in chronological order, starting with 
your most current employer.

• Please include the reason you left or are leaving your position.
• When you are finished completing the information for your first 

employer, click on the button that says “Save” to return to the main 
application, where you can add additional employment history.
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Add your 
employment 

history in 
chronological 
order, starting 

with your 
most current 

employer.

Click here to 
save and return 

to the main 
application, 

where you can 
add additional 
employment 

history.

Please include 
the reason you 

left or are 
leaving your 

position.



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• When you are all finished with adding in your work experience 
information, you may choose to add in job training information, if it is 
applicable.  

• To do so, click on the button that says “Add Job Training”.
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Click here to add 
your job training, 

if applicable.



JOB TRAINING

• In this section, you can add the course title, the 
school name and the course start date.  

• When you have completed your entry, you may 
click on the button that says “Save” to save your 
entry and return to the main application, or you 
may click on the button that says “Save and Add 
Another” to save your entry and add another job 
training entry.
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Click here to 
save your entry 

and return to 
the main 

application.

Click here to 
save your entry 
and add another 

Job Training 
entry. 



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• To add high school education information, click on the button that 
says “Add High School Education”.
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Click here to add 
your High School 

Education.



EDUCATION HISTORY

• When you are completing this section, note that education level is a 
required field.  

• We recommend using the drop-down menu to make your selection. 
• When you have completed your high school education entry, click on 

the button that says “Save”.
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Education Level is 
a required field. 

Use the drop-down 
menu to make 
your selection.

Click here to 
save your entry 

and return to 
the main 

application.



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• Next you can add in any college or trade school information by 
clicking on the button that says “Add College or Trade School”.
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Click here to add 
your College or 
Trade School 
information.



EDUCATION HISTORY

• Please note that “Degree” is a required field.  
• The field automatically defaults to read “unknown”.  
• Similar to the high school education information, we recommend that 

you use the drop-down menu to make your selection.  If your degree 
is not listed in the lookup, you can leave it as “unknown” and specify 
your degree type in the “Type of Degree” field.  

• When you have completed your entry, you may click on the button 
that says “Save” to save your entry and return to the main 
application, or you may click on the button that says “Save and Add 
Another” to save your entry and add another education history entry.
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Degree is a required field.  

If your degree is not listed 
in the drop-down menu, 

you can leave it as 
“Unknown”, and specify 
your degree type in the 
“Type of Degree” field.

Click here to 
save your entry 

and return to 
the main 

application.

Click here to 
save your entry 
and add another 
College or Trade 

School entry. 



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• To add any language skills you may have to your application, click 
on the button that says “Add Language Skills”.
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Click here to 
add your 

Language Skills 
information.



LANGUAGE SKILLS

• Add in any language skills you would like to include on your 
application.  

• When you have completed your entry, you may click on the button 
that says “Save” to save your entry and return to the main 
application, or you may click on the button that says “Save and Add 
Another” to save your entry and add another language skills entry.

30

Click here to 
save your entry 

and return to 
the main 

application.

Click here to 
save your entry 
and add another 
Language entry. 



EDUCATION, EXPERIENCE AND OTHER 
QUALIFICATIONS

• To add professional references, click on the button that says “Add 
Reference”.
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Click here to 
add your 

Professional 
References.



PROFESSIONAL REFERENCES

• We recommend including professional references with your 
application and we prefer former employers.

• When you have completed your entry, you may click on the button 
that says “Save” to save your entry and return to the main 
application, or you may click on the button that says “Save and Add 
Another” to save your entry and add anther reference.
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Click here to save your 
entry and return to the 

main application.

Click here to save 
your entry and add 
another reference. 

We 
recommend 
professional 
references 
and prefer 

former 
employers.



QUESTIONNAIRE

• Every time you submit an application, you will be 
required to answer a questionnaire.  

• All questions are required fields.
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You must 
complete all 
questions 
every time 
you apply.



REFERRAL INFORMATION

• You will be asked to complete a few questions regarding how you heard about the position.  
• This information is not required, but we highly recommend that you complete the section.
• When you are finished with this section, you can either click the button that says “Save for Later” 

to save your application and return to it later, or you can click the button that says “Next” to 
continue with the application process.
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When you are 
finished, you can 
either Save for 

Later or move to 
the next section by 

clicking “Next”.



SELF-IDENTIFICATION - DISABILITY

• You are now on step 4 of the application process:  the self-identify section.  
• First, you will be asked to self-identify your disability status.  
• Please select one of the three options provided.

– Yes, I have a disability (or previously had a disability)
– No, I don’t have a disability
– I don’t wish to answer.

• After you have made your selection, click on the button that says “Next” to move to the next self-identify 
section.
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You must 
select one of 

the three 
options 

provided.

Click the “Next” 
button to move 
to the next step.



SELF-IDENTIFICATION - VETERAN

• Now, you will be asked to self-identify your veteran status.  
• Please select one of the three options provided.

– I identify as one or more of the classification of protected veteran listed above.
– I am not a protected veteran.
– I choose not to disclose.

• After you have made your selection, click on the button that says “Next” to move to the next self-identify 
section.
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You must 
select one of 

the three 
options 

provided.

Click the “Next” 
button to move 
to the next step.



SELF-IDENTIFICATION – DIVERSITY

• The final self-identify section is regarding diversity.
• Please make a selection regarding gender identification and 

Ethnicity and Race identification.  
• You may choose to decline to provide your Diversity details if you 

wish.
• After you have made your selections, click on the button that says 

“Next” to move to the final step in the application process.
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Click the “Next” 
button to move 
to the next step.

You must 
make a 

selection from 
the options 
provided.



SUBMITTING YOUR APPLICATION

• Please review your application!  
• Once you submit your application, you will not be able to change any 

information attached to the job.
• You may reapply if you would like to make a change to the 

application for this job.
• You will be able to update information for future applications.
• After you have finished reviewing your application, click on the 

button that says “Submit Application” to submit your application for 
the position you have selected.
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Review your 
application!

Once you submit your 
application, you will not be 

able to change any 
information attached to 

the job. 

You may reapply if you 
would like to make a 

change to the application 
for this job.  

If you choose to reapply, 
you will need to withdraw 
your previous application 

before you are able to 
reapply.

You will be able to update 
information for future 

applications.

Click the “Submit 
Application” button 

to submit your 
application.



APPLICATION CONFIRMATION

• When your application has been successfully submitted, an 
application confirmation page will open.  

• You will also receive a confirmation email that will be sent to the 
email address you supplied on your application.

• If you do not received the application confirmation page or the email, 
your application has not been submitted.
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When your application has been 
successfully submitted, you will receive 

this confirmation page as well as a 
confirmation email sent to the email 

address on your application.



MY APPLICATIONS

• To view all of the applications you have submitted and/or saved, 
click on the “My Applications” link from the Staff Job Openings page.
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Click here to view 
applications that you have 
submitted and/or saved.



MY APPLICATIONS

• On the “My Applications” page, you can view and review the 
applications you have submitted and/or saved.

• When you are ready to leave the NAU Careers Page, click on the 
link that says “Sign Out” and close your web browser.
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On this page, you can view and 
review the applications you 

have submitted and/or saved.

When you are finished, 
click here and close your 

web browser.



THANK YOU!

Thank you for your interest in 
Northern Arizona University.

If you need further assistance, please contact the
Human Resources Office.

Centennial Building (Bldg 91)
411 S. Beaver Street 
Flagstaff, AZ  86011

Phone:  928-523-2223
HR.Contact@nau.edu

nau.edu/hr
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