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Online Application Guide 
 

Make sure that you have the following information before you apply. 

o Valid e-mail address 
o Social Security Number 
o School Student ID# 
o Total Household Income figures 
o Emergency Contact Information with phone number 
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How to Apply Online for the EMS Academy 
 

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

or Yahoo.) 

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

 

 
       

 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. 

 
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. 
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 Step 4: Click on “create an account” if you are a first time user.  (Note: If you have already    
  created an account here, go to Step 6 and log in now.  
  
 

 
Step 5:  Be sure to complete the required fields and remember your username and password. Your password 
will require one special character (#, $, %, *). Write your password on a piece of paper if necessary.  
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 Step 6:  Enter the Username and Password you have created.  Click on the Login button. 
  If you do not see this screen, skip to Step 7  
 
 
 

 
 
 
 
 Step 7: Click on the Create Application button. 
 
 
 

 
 
 
 
 
 
 Step 8:  Enter a general descriptive name for the application you are about to create and click on the Create 

  Application button.  (Note:  You do not need to create an application for every job you wish to apply 
  for.  You may use one application to apply for many jobs.) 
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 Step 9:  Enter your information into the application.  All fields designated by an asterisk symbol (*) require  
  that you enter information to proceed.  When you are finished, click on the Save and View  
  Application button at either the top or bottom of the page.  It is very important to use this button to 
  save your progress as you move forward. 
 
 
 Step 10: The next window will show your full application.  To add information, click on the link to the  
   appropriate section.  For example, you will be asked to complete your personal information. Scroll 
   down and click on the Edit Personal Information heading. Be sure to fill in all of the required   
   information and then click on the Save and View Application button.  

           
 
 You are not required to enter information related to your Preferences.   
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Step 11: When you are finished with your application, click on the  
  Go to Step 2:  Agency-wide Questions button. 
 
 

 
 
 
Step 12: Read the instructions and complete the Agency-wide Questions.   
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Step 13: When you are finished, click on the Save & Proceed button on the bottom of the page.   
  (Note:  if you need to leave the application process you can click on the Save Work in  
  Progress button, logout and return at a later time.) 
 
 

 
 
 
 
 
 
 
 
 
Step 14:  You will now begin the application. Be sure to complete all areas marked designated by an 
   asterisk symbol (*) Make sure that information is correct and accurate.  
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Step 15:  When you are finished, click on the Save & Proceed button on the bottom of the page.   
  (Note:  if you need to leave the application process you can click on the Save Work in  

  Progress button, logout and return at a later time.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 16: You will be shown your entire application that you have entered.  Review all of the information on 
  the page to ensure its accuracy.  If it is complete, click on the Go to Confirm Application button. 
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Step 17:  Read the statement that follows and click the Accept button if you agree to the statement.  
  If you select the Decline button, the application will not be submitted to the City of Saint Paul for 

consideration. 
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 Step 18: If you accepted the statement, a confirmation screen will appear verifying that your application has 

been received.  You will also receive an email confirmation that your application has been submitted 
to the City of Saint Paul.  

 
If you do not see the screen below, your application has NOT been submitted. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Step 19: If you wish to apply for another job opening, go back to the job listing at     
  www.stpaul.gov/jobs. 
 
 
 
 


