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Applying for Jobs Online 

 

 

Hi, I’m Sarah. I’m here to show you how to apply for a job using an online 

application form. Most jobs now require you to fill out an application on the 

Internet.  

In this course we’ll follow along with Jack, who needs to find a new job. He is 

using a computer at the library to apply for a job.  

Jack doesn’t have much experience using a computer, since his previous job did 

not require it. We will look at some of the steps Jack will need to complete in 

order to submit his job application.  
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Jack has found a job opening that seems like a good match for his experience. 

He starts by reviewing the job listing to plan what information he needs to gather. 

Jack should gather the basic information he needs before he begins filling out the 

application. Most of this is similar to what he has included on his resume.  

Having this information ready will help him to be efficient with his time on the 

computer. He doesn’t know if he will be able to save his progress as he fills out 

the application or if he will need to complete it all at once. Some websites allow 

you to save applications and return to them later, and some do not.  

Review the list of basic information shown on your screen. Click the green button 

when you are ready to continue.  
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Here are some tips for getting ready to fill out a job application.  You will need to 

have an email address in order to apply for a job online. The email address 

needs to be one that you can check regularly for updates from the potential 

employer. If you do not have an email address, you will need to create one. 
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Some parts of a job application give you a chance to mention specific skills and 

experience you have that are related to the job. It is a good idea to include 

information from your work history that is related to the job you are applying for.  
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Many job applications require you to attach a resume and cover letter. If that is 

the case, try to have these documents ready before you begin filling out the 

application. The document must be saved on the computer in an electronic 

format like a Word Document or PDF file in order to attach it to the application. 

You can store your documents on a USB flash drive, or using a cloud storage 

site like Google Drive. 

 

 

  



   

6 

 

Some job applications ask you to respond to questions that can show why you 

are a good candidate for the job. It is a good idea to review these questions and 

prepare your answers in advance. 
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Once Jack has gathered all his information, he is ready to begin filling out the 

application. 
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Creating an Account 

 

 

Jack visits the employer’s website, which contains the job listing. When he clicks 

the Apply button, he can either login or create an account.  

Creating an account will allow him to save his progress and view his application 

status later on. It might even allow him to reuse his application in the future so he 

can quickly apply to other jobs. 
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Some sites require people to create an account before applying for a job, while 

other sites make this optional. If you have the option, it is a good idea to create 

an account when you apply for a job, as long as the website is secure.  

A few sites will not allow you to create an account or save your progress. In 

these cases, you will need to complete your entire application before you walk 

away from the computer, or before your session time on the computer runs out at 

the library. 
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Jack has never applied for a job on this site, so he needs to create a new 

account. He begins by entering his email address, and then creates a username 

and password. In this form, Jack can move between fields by pressing the TAB 

key on his keyboard.  
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When Jack is finished entering his information, he clicks Create. Some websites 

will send a confirmation email at this point, to check that your email address is 

working. Then you would open the email and click on a link to confirm your 

account before you can begin the application.  
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Filling Out an Application 

 

 

Now that he has created an account, Jack is ready to begin filling out the job 

application.  Jack has set aside a few hours to work on his application, since he 

knows it can take a lot of time. 
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The application has several pages of information that he must complete. Each 

page is represented in the side bar on the left. He can track his progress as he 

goes along. On some sites, it is necessary to click a button or link to save your 

progress. It is a good idea to save your work often, so that you don’t lose it if you 

lose your Internet connection for a moment, or if your time runs out on a public 

computer.  
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Jack begins by filling out the first page of the application. Each page is an online 

form that must be completed by typing answers in text boxes and selecting 

options from drop-down menus.  

He enters his response into each field. Some fields are required, because they 

have a red asterisk next to them. Some job websites might use a different symbol 

to indicate that a field is required.  

Fields that are not required can be left blank. However, it is wise to still enter a 

response if the information will help the employer learn more about your 

qualifications for the job. 
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Some questions require Jack to select a response by clicking a radio button. 

Some fields request a specific format for his answer and may provide instructions 

about the format. For example, some dates must be entered with two digits for 

the month, two digits for the day, and four digits for the year. If Jack does not 

follow the format, he may see an error message like this one when he tries to 

continue. 

To move between fields, Jack can click on each field individually. He can also 

press the TAB key to move forward to the next field.  
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When Jack is finished with the first section, he clicks the Save button at the 

bottom. Doing this saves his progress. Rather than use the buttons in your 

browser, it is important to look for navigation links within the webpage to move 

backward or forward within a job application. These links will be more reliable 

and will ensure that the website is saving your progress.  
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In some pages of the application, there are larger text boxes that can hold more 

text. Jack notices that some of these fields are asking for information he has 

already included in his resume.  

Jack can copy text from his resume and paste it into these fields to save time. To 

do this, he highlights the text in his resume. Then he presses the Control key 

along with the C key to copy it. Next he clicks the field in the job application 

where the copied text should go. To paste the text, he presses the Control key 

along with the V key.  
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When Jack copies and pastes text from his resume, he needs to check the 

formatting of the pasted text. Sometimes there will be additional spaces or 

characters that don’t make sense. Most job applications will not allow you to 

format the text like you can in a program like Microsoft Word. The text will appear 

as Plain Text. Remove any unnecessary characters to keep it as simple as 

possible.  
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It is important to include all of your relevant work history, experience, skills, and 

education in your application, even if it is already in your resume. Be sure to 

follow all the instructions in the job application. Some employers use computer 

software to analyze job applications. The software searches for keywords related 

to the job duties and qualifications, so it is a good idea to use the same words 

and terms that are included in the job listing.  
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Now it’s your turn to help Jack. Where should he click to go back to the previous 

section of the application? 
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Adding Attachments 

 

 

Many job applications require that you attach a resume, cover letter, or some 

other type of document. 

When attaching documents to your application, pay careful attention to the 

instructions for what to include and what file formats are acceptable. If you 

submit a file in the wrong format, you may receive an error message from the 

website that prevents you from completing the application until the file is 

replaced. Or, the person reviewing the applications may not be able to open your 

file. This could result in your application being disqualified. 
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Common formats for job application materials include PDF, DOC, or 

DOCX.   

PDF stands for Portable Document Format, and is usually opened in the 

Adobe Reader program. You might submit a PDF if there is a document 

that you need to sign and scan before submitting. You can also save your 

resume as a PDF, which is often recommended.  

The DOC and DOCX formats are typically used with Microsoft Word and 

can be easily edited. This file format can be opened in a variety of word 

processing programs. 

If you are using an application other than Microsoft Word, such as Open 

Office or Google Drive, be sure to save your file as DOC, DOCX, or PDF 

format. 
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For this application, Jack has saved his resume to a USB drive. He has the drive 

plugged into the USB port on the computer he is using, so he can upload the file 

as an attachment.  

He clicks the button to browse his computer to locate the file. Since the file is 

saved on his USB drive, he needs to locate that drive on the computer. At first, 

he doesn’t see it, so he asks a staff person at the library for some help finding it. 

Once he locates the file, he clicks to select the file and upload it to the 

application. Back in the job application, he can now see that his resume appears 

as an attachment. 
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If you don’t have a USB drive, another option is to save your resume in the cloud, 

using a website like Google Drive or Dropbox. If you have saved your resume to 

one of these cloud storage services, you will typically need to download it to the 

computer you are using before attaching it to your application. 
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Saving Progress 

 

Jack has filled out the application, but his time on the library computer is almost 

up for the day. Fortunately, he has a few days before the application is due. He is 

going to come back tomorrow to review the application and submit it.  
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Before he walks away from the computer, he is going to check one last time to 

make sure he has saved his application. He clicks the link to save the application 

and logoff. Now his application is saved and ready for him to return to it later.  

He removes his USB drive from the computer. He also logs off from the library 

computer so nobody else will be able to access his application.  
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Submitting an Application 

 

 

He returns to the employer’s site, and clicks on the link to sign in. He is prompted 

to login to his account using the username and password he created earlier. 
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Once he logs in, he sees his account. He can click the link in the job title to 

review his application.  

It is a good idea to proofread your entire application before submitting it. Even if 

you were very careful when you entered your information, it is always possible 

you had a typo or mistake. 
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As Jack reviews his application, he notices that he made a few errors. To correct 

those errors, he can click the Edit link and make changes to that part of the 

application. He makes the changes and clicks on the Save link. 

Once he has made the corrections, he is ready to submit. He clicks the button to 

Proceed to Certify and Submit. 
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Jack receives a notice on the screen that the application has been submitted, 

and he should also receive an email confirmation. Before logging out of the 

website he goes back to his account page. Here, he can now see that the status 

of his application is “submitted.” He can return to this site at a later date and login 

to see if there are any status updates about his application. 
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Jack checks his email and sees a confirmation message telling him that his 

application has been received. He saves the email for future reference, just in 

case he needs it.  

He also saves a copy of the job description for his own reference. This may come 

in handy later if he gets an interview for the job, since sometimes the description 

is removed from the website once the application deadline has passed. 

 

 

 

 

 

 


