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Register
Step 1:
Click the “Register” link
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Register
Step 2:
Select “Job Seeker 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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Applying for a Position
Step 1:
Login to you account and select “Document Central.”
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Applying for a Position
Step 2:
Select “Upload a Resume.”
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Applying for a Position
Step 3:
Input a title (e.g. John Doe Resume 10.11.09); Click Browse to input a resume; and
Click “Add Document.”
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Applying for a Position
Step 4:
Click Job Search to search for job openings.

Note: The blue 
button allows you 
to view the 
resume and the 
“x” deletes your 
resume.
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Applying for a Position
Step 5:
Click “Search”

Note: To narrow your 
search, increase the 
number of search 
parameters.
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Applying for a Position
Step 8:
Select the documents you wish to send and click “Submit Application.”
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Managing your account
Step 1:
When you login to your account, you will be at the “Edit Your Account” page.  You may update
any of the information and click “Save Changes.”
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Managing your account
Step 2:
Click “Application History” to view the jobs your have applied for.  You may enter the status
of the job (optional).
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Questions or comments should be sent to questions@puregreenjobs.com

Thank you for choosing Puregreenjobs.com

mailto:questions@puregreenjobs.com

