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Applicant setup and login 
 
New applicant setup of password and resetting of password -  
 
This is the process that a new applicant goes through in setting up their online account.  Also will 
show what they need to do to reset their password. 
 
When the applicant clicks on the Apply Online button from an announcement it will take them to the 
login screen. This opens in a separate window from the announcement. 
 
The applicant will Click on the Sign Up button as 1st Time Users. 
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The applicant will provide: 

• SSN  - the last 4 digits will be used as part of their User ID as stated in the Red outlined box. 
• Last Name – this will be part of their User ID that will be created as stated in the Red outlined 

box. 
• Email Address is not required. – If the applicant does not have an email address then there is 

currently not sufficient information to tell them how to get their temporary password. 
 
When they complete the necessary information they will Click the Submit button. 
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Applicant will input their Temporary Password that has been sent to them through email.  * There is 
currently insufficient information on these screens to tell an applicant how to get their temporary 
password if they do not have email. 
 

 
 
If the applicant calls to find out their temporary password, you can search by their SSN and give them 
their temporary password. You cannot search by name because their name is not in the system until 
they complete the Personal information portion of the online application. 
 

 
 
Then the applicant will provide their secret question and answer. 
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They will enter: 

• Question 
• One Word Answer 

Then Click the Continue button. 
 
Now they are ready to sign in to their online application. 
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Returning applicant –  
 
When a returning applicant (someone who already has an online application account) clicks on the 
Apply Online button on an announcement or clicks the My Account link on a web page it will take 
them to the screen that allows them to sign in. 
 

 
 
They will click on the Sign In button for Return Applicants.  They will be taken to the following 
screen. 
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They will then sign in to their online application and complete the process. 
 
If they do not remember their password they will Click Forgot your password? 
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They will enter their User ID and SSN and Click the Continue button. 
Now they will need to answer their secret question that they created when they initially signed up. 
 

 
 
They will type the answer to the secret question and Click the Continue button. 
 
Now they will be able to set a New Password. 
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They will type in the New Password and type it again to Confirm New Password, then Click the 
Continue button. 
 

 
 
Now that the New Password is Set, they can click on the Sign In button, the User ID and Password 
fields are already populated. 


