State of Ohio Employee
Application Guide

Application Process:
1. Accessing the State of Ohio Employee careers page
2. Search for Jobs
3. Set up Profile /Apply for a Job
4. Set up Job Notification Alerts
5. My Jobpage

1. Accessing the State of Ohio Employee careers page
1. Navigate to myohio.gov and sign in using your State of Ohio User ID.
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2. From the myOhio Home page, select the My Life & Career header then click on the Internal
Career Portal link.

3. The internal employee career portal will open on a new browser tab. If you are not already
signed in, select Sign In at the top right corner of the page.
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4. You will be redirected to a Privacy Agreement statement. Click I Accept to continue with sign on.

5. You will now be logged into the Internal Career Portal.
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2. Search for Jobs
Follow these steps to search for jobs:
1. You can perform a keyword or a location search.

2. To filter postings, make your selection(s) in the filter options. Selections made within the search
criteria will appear under each search box. The number next to each criterion indicates the
number of postings that fall within that particular search criterion.

3. Click a position title to view the job duties, minimum qualifications, and any additional
requirements or information.
4. Click the Apply button.
5. To filter positions by Agency, click on the Advanced Search option.
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6. Under Organization, use the drop-down box to choose the agency that you wish to search for.

7. Scroll down and Click Search for Jobs

8. Click a position title to view the job duties, minimum qualifications, and any additional
requirements or information.

9. Click the Apply button
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3. Set up Profile/Apply for a Job
1. You will be redirected to a Privacy Agreement statement. Click I Accept to continue with sign
on. It is outlined in red below.

2. You may be redirected to a login page prompting you to sign in with your organizational account. In
the first line, enter your State of Ohio User ID followed by @id.ohio.gov (e.g.,
10XXXXXX@id.ohio.gov). Then, enter your corresponding password below and click Sign In.
IMPORTANT NOTE: If you have already completed the steps above, your browser cookies may
recognize you are still logged in. In this case, you will be advance to the screen in the next step
automatically.
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To apply for a job:
1. Your progress and current step in the process is displayed. In the example below, the Resume
Parsing step is in progress:

2. Optional: Resume Parsing will allow you to submit personal and professional information by
uploading a resume. The system will automatically extract the relevant information included in
the resume and fill out part of the online submission.
3. Complete all relevant information. Fields marked with a red asterisk are required in order to
proceed.
4. For each step, the buttons on the bottom allow you to save and continue or save as draft.

5. Review each section. If there is an error, you will not be able to proceed to the next section of
the application until the error is corrected.
6. Upload any attachments, such as a resume, cover letter, or transcripts. The supported file
formats are doc, docx, txt, pdf, jpg, and png.
7. On the Review and Submit page, click Submit.
8. A “Process completed” message confirms that you have applied for the job. You will receive
an email confirmation.

7

Revised 11.30.18

4. State of Ohio Employee Job Notification Alerts
Setup Guide
1. Once logged in to the career portal, select you name
2. A drop-down menu will appear
3. Select “Profile

4. Click “Edit” next to Work Preferences section

5. Use the drop-down box to select preferences for job fields, then click “Add to List.” Selected job
field will display under Job Field Preferences
6. Repeat as many times as necessary, until all desired job fields are selected
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7. Click “Save and Continue”

8. Use the drop-down box to select preferences for work locations, then click “Add to List.”
Selected location will display under Location Preferences.
9. Repeat as many times as necessary, until all desired locations are selected
10. Click “Save and Continue”
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11. Review your selections and click “Submit”
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12. A confirmation screen will appear.
13. Click “My Account Options”

14. The My Account page will display. Scroll to the section labeled “Correspondence” near the
bottom of the page
15. Click “Edit”

16. Ensure both boxes for correspondence are checked, then click “Save”
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17. Confirm both types of correspondence are marked “Yes”

Final Note: As applications are submitted, the job field and location preferences will automatically
update to include additional preferences. For example, if the candidate submits an application to a
position with the job field listed as “Auditing” and that was not previously designated as a job field
preference, it will automatically be added to the candidate’s job field preference list.

5. My Jobpage
With My Jobpage, applicants will be able to access draft and completed job submissions. Applicants
will be able to view correspondence from the hiring agency for each submission by clicking the View
Email Messages link. If an applicant applies to a position and is no longer interested, the Withdraw
link removes the submission from consideration.

12

Revised 11.30.18

If a job is still posted, the View/Edit Submission link allows applicants to make edits to their job
submission.

If a job is no longer posted, the View Submission link allows applicants to view or print their
application. However, applicants will no longer be able to make edits.
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