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1.Click Register to Get Started1.Click Register to Get Started
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2. Create an Account2. Create an Account

Enter your name. Last name is required
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2. Create an Account2. Create an Account

Create a user name and password.

User names can be unique or simply a 
combination of your name (for example 

joesmith for Joe Smith).

Create a password for your profile. Repeat 
your password in the "Repeat Password" box.
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2. Create an Account2. Create an Account

Enter your email address. Email is a required field. If you do 
not have an e-mail address, you can create one for free 

through websites such as www.yahoo.com or www.gmail.com. 
If you cannot create an account, you can make up a unique 
email such as joesmith@fakeemail.com.  However, we use 

email as our main way to contact you. 

Repeat your email address to ensure that you typed it 
correctly the first time.

Read the privacy statement and check the box. Click Register
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Moving Around the System Moving Around the System 

DO NOT USE THE BROWSER BACK OR FORWARD 
BUTTON. If you accidentally click one of these buttons 
click refresh. You will be taken back to step one in your 

profile. Any unsaved data will be lost.

Please disable your pop-up blocker for this site. If you 
don't disable the blocker certain functions may not work 

properly and will cause you to start over.
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Moving Around the SystemMoving Around the System

Navigate through the process using the tracks at the top 
of the screen. If you have entered any information on a 
page, make sure to click "Save" at the bottom prior to 

going to a different step in the process.
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Moving Around the SystemMoving Around the System

You can also move back and forth in the process using 
the arrows below the process tracking bar.
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Completing Your ProfileCompleting Your Profile

Please complete the all relevant contact information 
in the Step 1 "Personal Data" screen and press 

"Save." 

The information on this screen is what we will use to 
contact you so please make sure it is accurate.

Once you have saved your changes continue to step 
2 "Education and Training."
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Have a Resume?Have a Resume?

You can then move directly to Step 5 "Attachments" to 
attach your resume and cover letter.

While it is not required to fill out steps 2-4 doing so 
provides us more ways to find your profile when searching 

for candidates that are good fits with openings.

If you have a resume to attach, please complete the 
relevant contact information in Step 1 "Personal Data" 

and press "Save."
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Adding Your Education DataAdding Your Education Data

This screen allows you to enter in your education 
information. 

To add your education details click "add"



12 Copyright © 2007 Greenheck Fan Corp.

Adding Your Education DataAdding Your Education Data

Enter in your data in the 
appropriate boxes.

Use approximate dates for 
education. If you are unsure 
of the day of the month just 

use the first or last day of the 
month.

Check here if this is the 
highest degree you have 

earned
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Adding Your Education DataAdding Your Education Data

Specify any specialty fields of 
study if appropriate

Use the Description box to 
communicate any additional 

information you feel we 
should know

Click "Save" to add this to 
your profile.
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Adding Your Work ExperienceAdding Your Work Experience

On this screen you can enter 
in your Work Experience

Click Add to begin.
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Adding Your Work ExperienceAdding Your Work Experience

Enter in your data in the 
appropriate boxes.

Check "Current Employer" if 
you are currently employed at 

this employer 

Use approximate dates. If you 
are unsure of the day of the 

month just use the first or last 
day of the month.

Use the Description box to 
provide detail on what your 
responsibilities were. If you 
have a resume you can say 

see resume
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Adding PreferencesAdding Preferences

Adding preferences is not 
required but can be helpful in 

helping us find you for 
specific types of jobs.

Fill out any fields that are 
important to you.
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Attaching a Resume or LetterAttaching a Resume or Letter

Click "Add" to attach a document. You can add 
multiple documents if you choose.
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Attaching a Resume or LetterAttaching a Resume or Letter

Click "Browse" to locate the document on your 
computer that you want to upload.

Choose an appropriate name for your document

Select the attachment type by clicking the drop 
down arrow.

Click "Save" to save it to your profile
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Releasing Your ProfileReleasing Your Profile

Click on "Overview and Release" to 
move to the final step of creating your 
profile
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Releasing Your ProfileReleasing Your Profile

YOU MUST CHOOSE RELEASE 
PROFILE AND CLICK COMPLETE TO 
APPLY OR BE CONSIDERED FOR A 
POSITION
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Releasing Your ProfileReleasing Your Profile

You've successfully released your profile if you receive this message. To 
search current openings click the "Employment Opportunities" tab above.


