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How to Apply Online with the City of Saint Paul 
 

This is a “How To” for the first time online application system user. 
(You will need an email address.  If you do not have an email address, you can get one free from GMail, Hotmail, or Yahoo.) 

 
STEP 1 At the Employment page (www.stpaul.gov/jobs), select the Current Job Openings 

button or Internal Openings link for current City of Saint Paul employees. 
 

 

STEP 2 Scroll down to the job category listings and click on the job you are interested in. 
 

STEP 3 Review the job announcement carefully, noting the requirements, documents needed 
to complete the application, application deadline, and all other pertinent information 
listed. 
 
You may review the benefits that are offered through the City of Saint Paul by clicking 
on the Benefits tab and the Benefits side navigation bar link.  If supplemental 
questions will be asked with the general application, the Supplemental Questions tab 
will be available for your review. 
 
To apply for the position, click on the Apply link to submit an application. 

 
 
 
 

 

 

 

 



City of Saint Paul:  How to Apply Online Guide                                                                                         Page 2 of 12  

STEP 4 Click on “create an account” if you are a first time user.  (Note: If you have already 
created an account here or at www.governmentjobs.com, log in at the main screen. 

 

STEP 5 Enter the Username and Password you have created.  Click on the Sign In button.

 

STEP 6 At the main screen shown below, complete all sections on the side navigation bar 
below.  All fields that don’t say (Optional) are required fields.   

 

If you did not enter information into a required field or if you have entered it incorrectly, you will see 
the message highlighted below in orange indicating a field needs to be completed.  Simply correct 
the error.  As you complete the required fields, the required error message will disappear.  Click the 
Save button when section is complete. 
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STEP 7 Click on the Next button to proceed through the sections after completed. 
Note:  You will not be allowed to go to Next selection if you have not selected ‘Save’ 
for each section before moving on.

 
STEP 8 Complete each section and review application for accuracy and completeness within 

the Review section.  After review of application, select Proceed to Certify and Submit 
button for final step. 

Final Step to Ensure Application is Submitted 
 

Click the ‘Accept & Submit’ button to submit your application. 
 

The Submit section must be completed in order to successfully submit your application.  If you hit the ‘Decline’ 
button and select ‘Leave this Application’, your application will not be submitted.  Click ‘Don’t Leave’ if you want to 
submit application. 
 

 
 
You will receive a confirmation message and email to confirm your application was submitted. 
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HELPFUL INFORMATION TO NAVIGATE SYSTEM 
 

How do I know I’ve completed all necessary steps 
on the application? 

 
 

If each section is completed, a 
checkmark will display next to each 
section as shown: 

 
IMPORTANT NOTE:  A checkmark 
doesn’t necessarily mean all items are 
completed within a section so make sure 
all sections are complete. 

 

 
 

 
If you notice a symbol like the following, please go back and complete the section. 
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How do I manually attach attachments? 
 

In the Attachments section, click the . 
 
 

 
 
Choose Attachment Type 
 
 

 
 
 
If you don’t choose an attachment type, the Upload button will be grayed out and you will not be able to continue. 
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Click the Upload button. 
  
 

 
 
 
Navigate to the appropriate folder on your computer to upload the desired attachment. 
 
 
 
 

To delete an attachment, click on the  on the appropriate attachment. 
 
 

 
 
 
To add another attachment, select plus sign on Add Supplemental attachment. 
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Is it ok if I don’t enter all the information on the 
application? 
 

 
 

The Questions section contains standard Agency-Wide questions 
asked on all applications and may contain important 
Supplemental Questions to application that may be reviewed by 
hiring manager.  Please read this section carefully and respond to 
all questions completely and comprehensively.   
 

 
 

You must enter all information related to your Education and 
Work Experience.  If you get to the review section and did not 
complete the Work Experience and/or Education sections, you 
will see the message below.  You can go back to those sections 
to complete by clicking on the appropriate section on the left 
navigation bar.  You will not be able to submit application unless 
the sections are complete or you initial the box below. 
 

 

 
 

 
 

The Review section gives you an opportunity to review your 
application for completeness.  Click on the Edit link to fix 
information within the various sections.  
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I’m interested in jobs in specific categories.  How 
can I get notified on openings? 

 
 
Go to www.stpaul.gov/jobs Notify Me of Future Jobs side navigation link. 
 

 
Select the Request job notifications by category.  You can individually select categories by selecting the checkbox 
OR you can click on the Select All Categories button. 
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Scroll down and fill out the Job Interest Card and click on the Submit Request button. 
 

 
If you submitted the request, a confirmation screen will appear verifying that your job interest card has been 
received and that it is valid for 12 months.  You will need to record the web address shown on this screen for 
future reference should you want to cancel the notifications. 
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I’m interested in jobs in specific job titles.  How 
can I get notified on openings? 
 
 
Go to www.stpaul.gov/jobs and click on Job Descriptions side navigation link. 
 
 

 
 
Click on class title interested in being notified on when position is announced (Example:  Accountant I) 
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Click on the Email me when jobs like this become available button. 
 

 
Fill out the Job Interest Card and click on the Submit Request button. 
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If you submitted the request, a confirmation screen will appear verifying that your job interest card has been 
received and that it is valid for 12 months.  You will need to record the web address shown on this screen for 
future reference should you want to cancel the notifications. 
 

 
 
 
2/5/2014 


