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Applicant Guide 

 

How to apply for jobs:  

www.uaf.edu/uafhr  

 

 

By choosing “Apply for Jobs” This takes you to the Careers at UA page or you can access this page direct:  

www.alaska.edu/jobs 

 

You can either search for current job openings (Explore Jobs at UA)  

OR  

If you have already applied for a job you may login and manage/view your application status.    

Please note: you are unable to search for jobs from the login page, you must be on the Careers at UA 

page to search for current openings. 

 

 

myUA 
Guide 

http://www.uaf.edu/uafhr
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The Pool Positions listed below (Expression of Interest) simply collects your data for possibility of 

temporary positions.  To be consided for a specific job you must apply to that posting under (Current 

opportunities).  You may use the Refine Search to narrow the openings you wish to see. 

 

If you have been given a specific job number, you may enter that in the Job Search Field and press enter.  

This will bring you directly to the posting and the ability to apply.  Be sure there are no selected filters; 

this may prevent the posting from opening.  Use filters when searching for jobs in specific locations 

and/or types (i.e., temporary, student, staff). 

As you scroll through the listing, you will see job titles and a quick summary of the department/unit 

where the job opening resides.   

For further information click on the job title.  Please read the entire document as specifics about 

applying are included.  You may use your back arrow to return to the listing of open positions.   

There are several options at the bottom of the posting to share with yourself and/or others.  If you wish 

to print a copy, please choose more and you will be presented with several icons including the option to 

print. 

  

Once you find an open position you wish to be considered for, choose the Apply Now Button. 

  

The remainder of this document is a step by step pictorial of the application process; if you would prefer 

there is a video tutorial located:  https://www.youtube.com/watch?v=swwTtbpha68&feature=youtu.be 

https://www.youtube.com/watch?v=swwTtbpha68&feature=youtu.be
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Once you choose the Apply Now button a separate window opens*.  Enter your email address, if you 

have previously developed a profile it will request your password associated with this email address.  If 

this is the first time you have applied for a UA position you will be asked to complete the registration 

process. 

Please note: throughout the process indication that system is working appears in lower left hand corner:

  There is no need to choose the button again. 

*CAUTION:  If you navigate away from this page. You may feel you lost your screen; hover over your 

browser icon from navigation bar to ‘find’ the screen(s) in the background.  

Example using Google Chrome – you can see that your screen is still open, just click on it from here:
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If this is the first time you have applied for a job using the Careers at UA, you will be presented with the 

option to pre-populate data from another source (i.e., resume). If you choose the continue button you 

will be allowed to manually complete application. 
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If you choose to upload a document or link you will be notified if importing was successful.  Please 

review all forms to be sure required information is entered, for instance you will need to be sure that 

mandatory drop downs are chosen.  (i.e. Title, State, Employment status and creation of a password.) 

 

Please note this menu allows you to choose each specific section of the application.  It is recommended 

if this is your first application to use the buttons on the bottom of each page.   

 

 

 

 

Save and continue button will bring you to the next page of the application.  Save and exit will end your 

application process but you will be reminded that you have only saved a draft.  

If Save and exit:  

 

When you log in again you will see under your Incomplete applications, you are given an opportunity to 

complete application or Withdraw.  Be cognizant of close and/or review dates.  If you do not complete 

and submit your application prior to this date, regardless if you have started the process you may not be 

considered for this opening.  

 

 

 

 

 

True for every form throughout 

application, fields marked with (*) are 

mandatory.  This is the only 

notification you will see.  Please note: 

you will not be notified of missing 

mandatory fields until you have 

completed the entire process.   
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You may choose to work on specific sections of your application packet by choosing from the menu at 

the top of each page:    

CAUTION: If you choose to set up your Job Alert during the application process – it will open a new 

window once complete just close the window and you should be returned to your Document Uploads 

page. 
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Remember to complete all questions marked with an *
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If you were successful in uploading your resume, much of this information on the Education and Work 

Experience forms should populate for you; please be sure to review for accuracy and additional 

information.  Remember drop down menus do NOT populate. 

Where you see a picture of a binocular; you must click on the binocular for a search option and choose 

from list.  These search options utilize pop-up windows, be sure your browser allows pop-ups. 

Be sure to scroll all the way to the bottom of Education page, the list of current certifications and 

additional licenses must be completed or N/A must be entered as this is a required field. 
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Watch for the required drop down at bottom of work experience page: 
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Although the following pages indicate Voluntary; be aware of several required (*) questions that must 

be answered in order for your application to be complete. 
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Three references must be entered. 
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When you have agreed and click continue you will see one of two things: 

 

OR if there are any missing mandatory fields (*) you will be presented with a listing of the form(s) that 

has missing information.  Please click on the form name – you will notice that any required information 

missing that text will appear in RED.  You can either choose the continue button at the bottom of each 

page going back through the whole application or use the menu  option on the top right to choose 

a specific form and/or submit.  

 

 

You should receive an email from HR@alaska.edu titled Application received 

 

If you do not see the email; please review your status at Careers at UA (instructions below) to be sure 

your application is complete. 

Once your application has been successfully submitted you may continue to review the status of your 

application and/or withdraw your application by visiting http://www.alaska.edu/jobs/ 

Choose Login from upper right corner: 

mailto:HR@alaska.edu
http://www.alaska.edu/jobs/
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You will be presented with options for each application you have in process: 

 

View application:  You will be able to see the application you submitted and how you answered 

questions.  You can view that you attached documents by name, but are not able to download. 

Update references/Update your application: You may update these documents before your application 

has been reviewed; once action has been taken (your application status has changed), you will no longer 

be able to update.   

Withdraw:  If you withdraw from a job posting, you will no longer see these in your Submitted 

applications listing; however if the position is still open you may reapply. 

When action is taken on the recruitment for which you applied you will be notified via an email from 

“University of Alaska Careers” titled “Application outcome”.  Please watch to be sure these emails are 

not caught by your spam filters! 

Example of success email: 

 

If you are the successful candidate read email carefully for further instructions on officially accepting the 

position.  You must log in to the University of Alaska Careers website, or following link in the email. 

Once logged in you will see the yellow bar indicating you have an Offer Awaiting.  Click on the blue link 

“View Offer”. 
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You must download and review the contract letter before being presented with the accept/decline 

buttons. 

 

Choose if you wish to accept or decline the offer.   

Watch for status indicator at bottom left of your screen. 

 

 

This will bring you back through each form, or you can choose which form(s) to access: 
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Please read all instructions closely as you must complete all documents in order for your offer to be 

moved forward: 

 

Be sure to continue at the bottom of each page.  If you choose to save and exit you will be reminded 

that you have to complete further information: 

 

If you choose to Save and exit 

 

If you have logged out and need to return to finalize your hire paperwork, you can access the site 

directly:  https://secure.dc4.pageuppeople.com/apply/751/aw/applicationForm/default.asp 

 

  

https://secure.dc4.pageuppeople.com/apply/751/aw/applicationForm/default.asp
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When clicking on the links for reading in the Notification Acknowledgement, once you have read them 

simply close that window and you will be returned to the form for completion. 

 

Upon accepting declaration you must continue before seeing the submit button.   

 

Required paperwork for hire is not complete until you have chosen to Submit. 

 

Once submitted you will be presented with the OnBoarding website.  Please review your Task List for 

additional items that must be completed to finalize your employment relationship.   
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It is a good idea to log in again to be sure your ‘form’ was successfully completed.

 

 

If you need additional assistance with the application process, please contact the UAF Office of Human 

Resources at (907) 474-7700.   

 

 

 

 

 

 

 

 

 

If you see anything in this guide that needs to be updated, please send an email to the recruitment team (uaf-jobs@alaska.edu). 

 


