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Application Process

Prepare
View Job 
Openings

Apply Get Hired
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• What Materials & Resources Do I Need?  
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• Questions to think about

• Locate a device

• Set up an e-mail account

• Register for the OEC

• Build content for your application 

• Line up a trusted advisor

Where Do I Begin?    
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Ask yourself: 

• What are the job requirements?

• What materials do I need?

• What is the application deadline? 

• What support or assistance do I need?

Questions to Think About
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Options could be:
• Mobile phone

• Tablet or computer

• Public library 

• State of CT DAS computer kiosks, 450 Columbus Blvd, Hartford (main entrance)

• American Job Center; refer to http://www.ctdol.state.ct.us/ajc/FactSheets.htm
for locations

• Friends and family

Locate a Device
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http://www.ctdol.state.ct.us/ajc/FactSheets.htm


Set Up an E-mail Account
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Note:  The document to the right is located on the CT Department of Labor website:    
http://www.ctdol.state.ct.us/progsupt/unemplt/M1A/Createe-mail.pdf

Set a professional tone with your e-mail address.  Avoid edgy, 
controversial, or potentially offensive references.  Consider 
something similar to these examples:

• will.jones@hotmail.com or will.jones528@hotmail.com

• felicia.t.ortega@gmail.com or felica.t.ortega122@gmail.com

• adams.michael@yahoo.com or adams.michael1130@yahoo.com

http://www.ctdol.state.ct.us/progsupt/unemplt/M1A/CreateEmail.pdf
mailto:will.jones@hotmail.com
mailto:will.jones528@hotmail.com
mailto:felicia.t.ortega@gmail.com
mailto:felica.t.jones122@gmail.com
mailto:adams.michael@yahoo.com
mailto:adams.michael1130@yahoo.com


Register for the OEC
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Select 
New User 

Registration 



• Compile your work history, accomplishments and skills in a document, or 
even better, a resume.  

• You may not capture everything in one session, so work on it over a period 
of time.  

• What you compile becomes the content for your application.

Build Content for your Application
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Ask someone who is skilled in writing/reviewing to give you feedback on 
your content.  Who might this person be for you?    

 Family member, friend or coworker

 Someone who helped you in the past

 Someone you look up to

Whoever you ask will probably be honored that you reached out for their 
assistance.  

Line Up a Trusted Advisor
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Access the OEC

1. Open your browser.

2. In the address bar, type https://jobapscloud.com/ct.

3. Press Enter.

Result:  The OEC Home Page displays.

Note:  JobAps is the name of the OEC platform.
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View Jobs Openings

Browse Jobs through these 
Quick Links:

1. Open to the Public

2. Open Only to Statewide 
Employees

3. Open Only to Agency 
Employees 
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View Jobs Openings – Open to the Public 
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View Jobs Openings

Example:  Custodian at UCONN job posting

When you find a 
job of interest, 

double-click the 
job title to 

launch the job 
posting
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View Jobs Openings
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Note the Close Date

Allow yourself 
enough time to 

complete the 
application, gather 

materials and line up 
any support  

Tip



View Jobs Openings

Do you need to upload any materials with 
the application?  

Examples:  Resume, cover letter
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View Jobs Openings

1. Is this job for you?

2. Do you possess the KSA’s?  

3. Do you meet minimum qualifications? 

4. Do you meet requirements – Preferred, 
Special and Physical?  
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CONSIDER THIS



• What Information do I need to register?

• What is a Master Application?

• Create a Master Application 
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What Information do I Need to Register?   

• First Name

• Last Name

• Middle Initial

• First 3 Letters of Last Name at Birth

• Last 4 Digits of Primary Phone Number

• Your Most Recent Zip Code Number

• Last 4 Digits of Your Social security Number

• Month of Birth

• Day of Birth

• e-mail Address

• Create a UserID – up to 10 characters

• Create a Password – 8 characters minimum; 
must include both letters and digits
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New User Registration Screen
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New User Registration Screen

22



What Is a Master Application?  

It’s a time-saving tool!  

Instead of typing a job application, you can copy the information from your Master Application each time you apply.      

Example:  You are applying for three jobs.  Instead of typing three separate applications, you use the Master 
Application to copy into each of the three job applications.  

These sections are not copied from the Master Application because they vary for each position and must be filled-in 
with each application:      

• Profile tab > Employment Preferences

• Other tab
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Create a Master App – Step 1

Access the OEC and refer to the top left menu.  

Click 
New User 

Registration 
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Create a Master App – Step 2

Review the Master Application Introduction.  

Read the 
Introduction 
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Create a Master App – Step 3

Read the Terms of Use Agreement.
Read Application 
Instructions for 

Master 
Application

Read Your 
Responsibilities 
as the Applicant
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Create a Master App – Step 4

Continue reading and then accept the Terms of Use Agreement. 

Note:  In accordance with the 
Terms of Use Agreement, you
can create only 1 (one) 
profile on the OEC.   

1)  Read the 
Note

2) Check the
I agree box then 

click   

27



Master App Tabs - Navigation

Enter your information on these main 
tabs:

1. EEO/Vet (voluntary)
2. Profile
3. School
4. Work
5. Resume

Click Save and Continue at the bottom of 
each tab.  

Click Exit if you are not ready to submit.    

When you are ready to submit, go to the 
Review tab, then the Submit tab. 
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EEO/Vet Tab

This is voluntary information used for statistical purposes only.  Click                      to advance to the next tab.   
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Profile Tab
Some fields 

auto 
populate  

here

Select locations, 
employment 
type & shifts.  
More to come 
on this topic.  

Select how you 
heard about 
the opening, 

then click 
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School Tab
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Work Tab

Click the 
appropriate 

button to indicate 
whether you have 
work experience

Read the 
Important 

Instructions
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Work Tab - Enter Work Experience

One entry 
for each 

job

Click 
and move to 
Job # 2, etc.  

* Indicates a 
required field
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Resume Tab

Options  

1. Click Upload Resume button

- OR –

2. Type or copy/paste resume 
into white space to the right

When done, click 
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Review Tab

click             to revise content  

Click                              at the 
bottom of each page

Click                            when you   
are done

• Print and proofread your application in 
multiple passes, as needed

• Consider asking your “trusted advisor” 
for feedback 

Tips
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Certify & Submit Your Master Application 

Make sure your 
Master App is correct 

& that your 
statements are true 

Check the Signature 
Agreement Box

When ready, click
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Master Application - Acknowledgement 

• The OEC provides double-acknowledgement of your application.  

• You will receive both a pop-up confirmation and an e-mail confirmation after you submit your Master 
Application.  
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Here’s what you’ve learned so far:  

• Get organized

• Create an account 

• What is a Master Application

• Create a Master Application 
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• Copy your Master Application to apply for a job
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Scenario – Copy a Master Application
You are applying for a Custodian position.  To save time, you copy your Master Application instead of typing 
a new application.  

After you copy the Master Application, you plan to set aside time to review and fine-tune the information 
for the Custodian application.      

Let’s walk through the steps to copy your Master Application to the Custodian application.  
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Scenario – Go to Job Openings

Click Job 
Openings
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Scenario
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Scroll the jobs 
and click on 
the one to 
which you 

want to apply  

Here it is! 



Scenario
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Here’s the 
job 

bulletin. 

Click 
Apply



Scenario
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Click 
Apply 
Online 



Scenario – Log on

Enter your 
UserID and 

Password, then 
click

45



Scenario – Copy
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Click
Master Application

The message
Copying  Application

displays 

Read and follow 
the instructions



Scenario – Launch the Job Application


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The Custodian 
application loads 

Now you view the 
information that 
flowed from the 
Master App and 

fine tune, as 
needed

Always click                           
at the bottom of every  

tab



Scenario – Supplemental Questionnaire Tab
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The Supplemental 
Questionnaire tab is 

required

The number and type of 
questions vary by position  

Allow ample time to 
carefully read and respond

Click  



Scenario – Remaining Tabs
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Review these tabs and the information 
that flowed from the Master App

Fine-tune, add or subtract any 
information as you see fit.  

Click                         at the bottom of 
each tab

Note:  Employment Preferences do not 
flow from the Master App and must be 

completed with each position



Scenario – Profile Tab > Employment Preferences

In order to qualify for the position, you must select the 
Employment Preferences on the application that align with the 
position:  

In this scenario, the Custodian position is full-time, second 
shift, located in Manchester.   Your responses must reflect the 
following:  

• Manchester (or All Locations)
• Full-Time (or All Types)
• Second Shift (or All Shifts)   
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Scenario – Finalizing the Custodian Application  
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Scenario – Finalizing the Custodian Application – Review Tab 
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Print & proofread the 
application to ensure 
everything is correct

No need to sign and return a 
printed copy - it’s your copy. 

Click                        when done



Scenario – Finalizing the Custodian Application – Submit Tab 
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Carefully read this notice

Check the Certify box which 
serves as your electronic 

signature

Click 



Here’s what you just learned:    

• Copy a Master Application to apply for a job
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• Profile Tab - Employment Preferences

• Spelling, grammar & usage

• Withdrawing an application
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Spelling, Grammar & Usage

• Do not go casual on an application!  Avoid texting lingo, emotis, abbreviations and slang.    

• Avoid all lower case letters.  Example:  state of connecticut 
• Avoid all upper case letters.  Example:  STATE OF CONNECTICUT
• Always use sentence casing.  Example:  State of Connecticut 

• Use proper spacing between words.  Example:  “trash and recycling,” not “trashandrecycling”

• Make sure your Supplemental Questionnaire responses are correct and that you check the proper box(es).  

• Ask a “trusted advisor” to review the application.

• Carefully check spelling and grammar; print your application as many times as needed until it is perfect.  Once you 
submit an application, you cannot change it

Tips
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Withdrawing an Application

• Never click the Withdraw button unless you wish to be  taken out of 
consideration for a role.  

• As mentioned on the Submit tab:  

• You cannot make changes to a submitted application

• If for any reason you withdraw an application, you cannot reapply to 
that recruitment number.    

Tips
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• What to do immediately after you apply for a job

• Agency process

• Appeal process

• Maximize the OEC – additional features 
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Task List - After Submitting an Application  

• Write down your OEC UserID and password. 

• Maintain a copy of the job bulletin.  

• Regularly check e-mail for any notices sent from the agency about the job, including referral 
questionnaires that probe on your experience and qualifications.  If you cannot locate the e-mails, check 
your Junk or Spam folder.  Also check your OEC account to view all notices (see Last Notice field).

• Make sure you have a professional voicemail greeting and that your voicemail inbox is not full and is able 
to accept messages.  

• If you miss a call, do not call the number back without first checking voicemail.  It could be a recruiter!  
Always prepare yourself to talk to a recruiter - have your questions mapped out, have paper and a pen 
ready to take notes, find a quiet place to talk, etc.        

Tips

59



Agency Process

• You will be notified via e-mail whether or not you 
qualify and your name has been placed on an 
eligible list (Eligible for Referral).

• The hiring agency recruiter reviews the eligible list 
and notifies you if you are selected for an interview.  
You may receive an email or a phone call for an 
interview.    

• The hiring agency notifies you whether or not you 
are the selected candidate.  

• If you have questions about the recruitment 
process, timeline, or your status, contact the 
agency recruiter whose name is listed in the job 
bulletin.
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Appeal Process – Classified Competitive Positions Only 

• The appeal process is for competitive positions only for individuals who do not 
meet the minimum qualifications or special requirements of the position.  

• You will be sent an e-mail if they are eligible to appeal a job opening to which you 
have applied.  Appeals must be made within 12 calendar days of notification.

• Submit the appeal to ExamAppeals@ct.gov.  A decision is made within 15 days of 
receipt of the appeal.

Note:  Applicants cannot appeal the designation of a job opening:  Open to the Public, 
Open Only to Statewide Employees or Open Only to Agency Employees.  
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Additional OEC Features

Narrow Your Search Options - Search jobs using these filters:  

• Keyword, such as title

• Town 

• Agency

• Recruitment Type

• Job Category

Interest Cards – Sign up to receive a text or e-mail alert when a job of interest is posted 
on the OEC.    
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Keyword Search & Interest Cards 

Search 
keywords 

Set Up 
Interest 
Cards
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