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Register
Step 1:
Click the “Register” link
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Register
Step 2:
Select “Employer Membership”
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Register
Step 3:
Complete the information requested and select “sign up.”
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Register
Step 4:
Enter your username and password and click “login.”
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Posting a position
Step 1:
Login to you account and select “Purchase New Job Postings.”
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Posting a position
Step 2:
Enter the number of jobs you would like to purchase and any promotional codes.
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Posting a position
Step 3:
Enter your credit card information and click “Submit Payment.”
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Posting a position
Step 4:
Click “Add a Job Posting.”  Then complete the information requested and click “Post a Job.”
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Posting a position
Step 5:
To feature a job posting on the front page, click “Feature.”  

Note: Job postings 
may be extended for 
30 days.  You may also 
edit, delete, or view 
applications from this 
screen.  
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Managing your account
Step 1: (Overview)
When you login to your account, you will be at the “Manage Job Postings” page.  You may 
add a job posting, edit, delete, or view the applications for any job posting.  You may also 
Purchase new job postings, analyze current listings, review historical listing, or edit your
Company information.
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Managing your account
Step 2: (View Applications)
Click “View Applications.”  Once you analyze an application, you have the choice of reviewing 
The application further or rejecting the application.
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Note: All rejected
applications will 
receive a standard
rejection email.
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Questions or comments should be sent to questions@puregreenjobs.com

Thank you for choosing Puregreenjobs.com

mailto:questions@puregreenjobs.com

