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The Candidate Profile is used to document your contact information, education, experience and 
skills, desired jobs, qualifications, and basic screening questions in the E-Recruiting Career 
Web Site.  If desired, you can upload your resume or curriculum vitae (CV) as additional 
supporting information. 
 

You can access the Candidate Profile through the Experiencedone Web Site under Jobs. 
 

 
Step 1: When you register or when you log on the Experiencedone Web Site, the My Profile 
screen displays. 
 
Step 2: Use the following table to determine your next step. 
 
If you want to  Then  
Create your profile.  Go to Step 3. 
Search for available job opportunities. Refer to the Perform a Job Search  

Process Step Guide. 
Log off of the system. Click the  link in the upper right 

corner of the screen.  
 

Step 3: Click the Candidate Profile tab. 
 

 
 

Result: The My Profile screen is displayed. 
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You can either create a Candidate Profile by uploading your resume or you can manually enter 
your profile information.  Even when you upload your resume, it is important that you step 
through the profile workflow to ensure that all of the information is correctly imported from your 
resume. 
 

Note: Your resume must be less than 150 kilobytes (KB) or you will receive an error message 
and your resume will not upload to the system.  
 
Step 4: Use the following table to determine your next step. 

 

If you want to Then 
Upload your resume. Go to Step 5. 
Manually enter your profile information. Go to Step 6.  

 
Step 5: Click the Browse button to locate your resume.  Select the file and click the Upload 
button. 

 

 
 

Result: The file selected is displayed in the File field.  A message confirming your Candidate 
Profile was created from your resume is displayed.   

 

 

Go to Step 6. 
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Step 6: Click the Personal Data (Step 2) workflow link in the upper portion of the screen or 
click the Personal Data button in the lower portion of the screen. 

 

 
Result: Your personal data is populated in the required fields.  Required fields are indicated by 
red asterisks (*).   
 

Step 7: Verify the information that is populated.  Type any additional information on the 
screen that you want to add.  
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Step 8: Click the Education/Training (Step 3) workflow link in the upper portion of the screen 
or click the Education/Training button in the lower portion of the screen. 

 

 
 

Result: The Training/Education profile screen is displayed. 
 

Step 9: Use the following table to determine your next step. 
 

If you want to Then 
Add your education and training information 
(if you did not upload your resume). 

Click the Add button. 

Modify your uploaded information. Select the appropriate entry and click the 
Edit button. 

 

 
 

Result: The form for adding or changing your education and training information is displayed. 



 

E-Recruiting: Candidates  
Complete a Candidate Profile 

 

August 2010 5 of 13  

 

Step 10: Type the appropriate information in the form and click the Save button. 
 

 
 

Result: Your information is saved. 
 

Step 11: Click the Work Experience (Step 4) workflow link in the upper portion of the screen or 
click the Work Experience button in the lower portion of the screen. 
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Step 12, Continued, Result: The Work Experience profile screen is displayed.  
 

Step 13: Use the following table to determine your next step. 
 

If you want to Then 
Add your work experience information. Click the Add button. 
Modify your uploaded information. Select the appropriate entry and click 

the Edit button. 
 

 
 

Result: The form for adding or changing your work experience information is displayed. 
 

Step 14: Type the appropriate information in the form and click the Save button. 
 

 
 

Result: Your information is saved.   
 

Repeat Steps 13 and 14 for each work experience you want to add or modify.  
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Step 15: Click the Preferences (Step 5) workflow link in the upper portion of the screen or click 
the Preferences button in the lower portion of the screen. 
 

 
 

Result: The Preferences profile screen is displayed.   
 
On the Preferences profile screen, you can indicate your salary expectations, full or part time 
employment, willingness to travel, and the functional area where you would like to work.  There 
are no required fields on this screen and no information is populated from your resume. 
 
Step 16: Click the dropdown menus to add your preferences and click the Add button to add 
multiple functional areas, hierarchy levels, and desired work locations.  
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Step 17: Click the Attachments (Step 6) workflow link in the upper portion of the screen or 
click the Attachments button in the lower portion of the screen.   
Note: If you already uploaded your resume, this information is displayed on the screen. 

 

 

Result: The Attachments profile screen is displayed.   
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Step 18: Click the Add button to include additional attachments, such as a cover letter or a 
letter of recommendation. 

 

 

Result: The form for adding additional attachments is displayed. 
 
Step 19: Type the name of the document in the Document Title field. 
Step 20: Click the dropdown arrow in the Attachment Type field and select the type of 
attachment from the list. 
Step 21: Click the Browse button to locate and select the file you want to attach. 
Step 22: Click the Save button to upload the attachment. 

 

 
Result: The file is uploaded as an attachment. 
 

19 

20 

21 

22 
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Step 23: Click the Overview and Release (Step 7) workflow link in the upper portion of the 
screen or click the Overview and Release button in the lower portion of the screen. 
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Step 24, Continued, Result: The Overview and Release screen is displayed. 
Note: Your profile is displayed in the lower portion of the screen.   
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Step 25: Scroll to review your profile and verify that all information is correct.   
 

Important: If you want to make updates to your profile, refer to the workflow steps in this guide 
to make the appropriate changes.  
 

Step 26: Click the Release Profile radio button so recruiters can access your data.   
 

 
 

Note: You can lock your profile at anytime so recruiters cannot search or consider you for other 
job opportunities.  If you do not release your profile, the next time you log on to the 
Experiencedone Web Site, you see the following window to remind you that your profile has not 
been released. 
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Step 27: Click the Completed (Step 8) workflow link in the upper portion of the screen when 
you are finished with your profile. 
 

 
 

Result: A message that indicates your profile was successfully released is displayed and the 
procedure for completing your Candidate Profile is complete. 
 

 

 
 
 


