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Frequently Asked Questions

Submission Process
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Login Information
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Job Vacancies
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Job Applications / Account
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1 Forget to Add An Attachment (LE. My Resume, A Cover Lette, Etc:) To My Job Application. How Dol Add An Attachment To An Application I've
Aleady Submitted?

‘Once an application is submitted, you cannot make any changes to that application. Any attachments added to your application template will not be
automatically received by the City of Detroit.In order to ensure the City receives any newly attached documents, you must submit a new application. If you
receive an error message when resubmitting your application that does not allow you to apply again of if the position has closed, you may wish to contact
the Human Resources Department directly.

Must | Answer the Questions? What are ntal Questions and How Do | Submit My Anwers to These? ~

Yes These questions are used to gather jobrelated information about you and your educational or work history. If there are supplemental questions
attached to a job vacancy, you willfind thern on the "Supplemental Questions" tab of the posting. Your answers to the supplemental questions.
automatically subrmit with your application.

Is It Possible to Withdraw My Application? ~

Itis not possible to withdraw an application online. Once officially submitted, the application becomes property of the City of Detroit and you must call
directly for further action.

Is It Possible to Delete or Reset My Account? ~

Once the account s created, it will remain in the system and cannot be deleted,

How Dol Find The Status of My Application? ~

‘Once logged into your account, click on “Application Status'. You will see allof the applications you have submitted and the status for those applications. If

you stll have questions regarding your status after viewing this page, you will need to contact the Analyst listed on the job posting.

Can 1 View Positions | Have Applied For? ~

Yes. You can access al of your submitted applications by clicking on *Application Status”

Dol Have To Complete The "Work Experience And Education” Section On My Application If I Attach A Resume? ~

Yes, even though an applicant attaches a resume with an application, each applicant must enter a work history entry for each job worked.

‘Why Can't I Just Submit A Qualifying Questionnaire? ~

The online process speeds recruitment so that the City of Detroit fills positions more efficiently.
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How do| save my information? ~
Ifat any time you need to exit out of the application, click the “Save Work In Progress” button at the bottom of the page. All o the information that you
have entered up to that point will be stored. As long as the job you are applying for is stil open, you may return to submit your application.

I5aved my information and was logged out. Now my information s gone. ~
‘The system automatically times out after 30 minutes. Ifyou need more than 30 minutes to complete a section, click the *Save Work in Progress” button
‘occasionally to save your work. Typing oes not extend your session.

How long does it take to complete the process? ~

The amount of time it takes to complete an application depends on how much information you input on your basic application. It can take as fttle 251015
minutes. Note that when applying for a job, you may be required to answer some additional questions (Agency Wide Questions and/or Supplemental
‘Questions) which will also vary in length, depending on the number and type of questions asked.

Ireceiveda ion via email that | ully applied for a position online. Should I follow-up or respond to the message? ~

No, the confirmation email message is an automated response to let you know that your application was received. If you are selected to continue in the
Selection process, you will be contacted directly by the hiring agency.

1did not eceive an email confirmation that my online application was received. Why not? ~

You should verfy that you have listed the correct emal address on your profile and that you are able to receive emails f you have spam biockers, the
‘confirmation email may have been received as junk mail. Add Detroitjobs@detroitmi gov to your safe senders list o receive future confirmations.

>

I have a physical disability and require a tion to participate In an  How do | request an.

‘Appiicants with a disability who may need an accommodation to participate in the interview process should make such an accommodation request at the
time they are contacted by a department representative to schedule an interview:
Who dol contact f | have additional questions? ~

If you have aditional questions related to the on-line application system, please email us at Detroitjobs@detroitrmi.gov.
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‘What Web Browser Should i Use? ~

“Th e e bromer It Esplarar (8o Bighe)and e (o4 o highes).

What is An Email Address And How Do | Create One? ~

‘An e-mail adaress is an electronic mailbox to which e-mail messages can be delivered. An e-mail address 00k like TYuille@example.com, There are many.
free and accessible e-mail providers on the intemet that you can use for this purpose. The e-mail address is completely independent of the City's Jobs page,
and any e-mal related questions should be addressed to the e-mail provider's technical support. An email address i required to apply for City of Detroit
job opportunities.

‘What if I Share My Email Address With Another Persor? ~
Every User account must contain a unique email address. Ifyou share an email address with another person, and it is already in use, you will not be able to.
use that email address on your account. You can request a new email address from any service provider (e.g. Hotmal, Yahoo, Google, etc) or se a work
‘emal address on your account.

What is a Special Character? Why Do | Need to Have One in My Password? ~
spci characrr e syl ot e o e, e (G594, To ot specil charace ol ot [S58] ey l smlononsy prsin sy o of e ssbar ks ( g .o smple) The
specil characerseguirmen i o e thesecary of your accat.

The System Is Not Accepting My New Password. What Should | Do? ~
Dasvords mustbe i o g haracrs e, 2 s o5 e e ane mubr 2nd o speci] charace To et youspsswor, cick e T Frgat M Usarmameando Pssword” Lk Once
youve srred e passrd (wiceto x5 come), you il rceve e messge "Baswordrst sccsshil”

I Need A New Password, But No Longer Have Access To The Email Address The Reset Password Email Was Sent To. ~

o dot e o e -l s e o You ECo, hre i 30 ey for Yo o et e psewor, Fu ey Tessons, e et pasvord - ml c nly b s 0 -l s ssocitd with
youraccoun Tt vt o canmot eceive e et passord -l sl o 10t e ot it 2 vl o mal ks
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