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Procedure

Welcome to USAJOBS!
Take a moment and go through this tutorial to learn about your USAJOBS account.

	Step
	Action

	1.  
	What is My USAJOBS Account?

My USAJOBS Account is your personal homepage on USAJOBS. Use this page to access your Account Profile, Resumes, Job Search Agents and Cover Letters. 

You can modify any of your information as often as you need.



	2.  
	Let's Start!

To begin, click the MY USAJOBS button near the top of the screen.
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	Step
	Action

	3.  
	Decision: Do you already have a username and password?

· Yes, I have a username and password.
Go to step 4 on page 2
· No, I do not have a username or password.
Go to step 13 on page 3

	4.  
	Log In:

Type your username and password into the provided fields. 

Click Log Me In when you are finished.



	5.  
	Your USAJOBS Account:

Let's look at some of the features that are available to you!



	6.  
	Search Jobs:

Once you create a resume, you can search for jobs using your account. This enables you to attach your resume to a posting each time you apply online!



	7.  
	My Resumes:

Create up to five searchable online resumes!

To create an online USAJOBS resume, click Create a New Resume.



	8.  
	My Job Search Agents:

Create up to five Job Search Agents!

A Job Search Agent is an automatic job hunter. Tell the agent what to look for, and it retrieves a list of jobs that match your criteria!

To create an agent, click Create New Agent.



	9.  
	My Letters:

Create up to five online cover letters!

To create a cover letter, click Create New Letter.



	10.  
	Account Profile:

Change your personal information through the Account Profile!

Click Click here to update your account information.



	11.  
	Log Out:

When you are ready to leave the USAJOBS site, click Log Out.



	12.  
	Thank you for participating in this USAJOBS tutorial.

To learn how to create resumes, agents, and letters, check out additional tutorials!

End of Procedure. Remaining steps apply to other paths.

	13.  
	Become a My USAJOBS Member:

If you are new to USAJOBS, you do not have a username or password. To create one, click Create your account now!
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	Step
	Action

	14.  
	Create a New Career Center Account:

To create a new account, you are asked to complete a short form. Type your information into the provided fields.

Note: Fields marked with a red asterisk ( * ) are required.



	15.  
	Username and Password:

You need to come up with both a Username and Password. You will use these to log into your account each time you visit USAJOBS. 

Note: Your username should be unique and something that you can remember. Also use a password that you can easily remember and write it down. 



	16.  
	Password Question:

The Password Question is not required. It is a good idea to create one in case you forget your username or password.

Note: If you select any question from the PASSWORD QUESTION menu you must complete the YOUR ANSWER field.
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	Step
	Action

	17.  
	Are you a U.S. Citizen?

Specify whether you are a U.S. Citizen or not by using the toggle buttons. If you are not a U.S. citizen you must enter your country of citizenship in the field below. 

Note: Most federal jobs require United States citizenship.
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	Step
	Action

	18.  
	Veteran's Preference:

By law, veterans who are disabled or who served on active duty in the Armed Forces during certain specified time periods are entitled to preference over nonveterans.

If you have veteran's preference, choose the most appropriate choice. Otherwise, select No.



	19.  
	Submit:

When you are ready, click Submit.



	20.  
	Your USAJOBS Account:

When you submit your form, you are automatically logged into your USAJOBS account.

Let's review the features available to you!


Go to step 6 on page 2


 

	
	



