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ATS User Setup and Login 
 
Login for brand new user -  
 
Once the individual has been created as a user in ATS they will receive an email that states: 
 

Melody Rose, 

A temporary password has been assigned to you for access to the following web site:  

Division of Human Resources Applicant Tracking System 

The temporary password is:  

You will need to choose a new password by visiting the following web page: 
  

If the above link is not clickable then please copy and paste it into your browser.   

• When the user clicks on the link they will be taken to the following screen: 
 

 
 

• It has already populated the fields with the email and temporary password. 
• Now the user can create their new password. 
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• The new password is typed in twice and then click on SET.  Be sure to remember the 
password that you are creating (as you can see it does not show). 

 

 
 

• Once you click on SET it now takes you to the Login screen.  Type your password in and 
click on LOGIN. 

 
• Now you are logged in and at the initial screen. 
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