GUIDE TO REGISTER FOR PA CAREERLINK® ONLINE (JOB SEEKER)

e From the PA CareerLink® online home page (https://www.pacareerlink.pa.gov/), press the Register
button.

Pennsylvania

Careerl_ink WWIDUALS | EMPLOYERS TRAINING PROVIDERS HELP |

Jobd  Evenits  Treicihy

Job Title O Keyword City or Zip Cede

Let's Get to Work

Jsemame/Keystone 1D

Whether you need to find a job, o
change jobs, or polish your job search
skills, we can help.

/ REGISTER

e Select Individual Seeking Employment.

Pennsyhvania

carEErLink INCIVIDUALS | EMPLOYERS | TRAINING PROVIDERS = HELF | ESPAROCL

Register for an Account

Select the user type that best fits

TO | 6| 6

Individual Seeking Individual Seeking OWVRE Individual Seeking Other
Ermployment Services Services

o 09

Urermployment
Compensation [JC)
Employer Training Provider Claimant

|
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https://www.pacareerlink.pa.gov/

e Complete the following information:

o First Name.

o Last Name.

o Date of Birth.

o Have you applied for, or are you receiving benefits or services? (Note: to ensure complete
registration, please select Yes for this question.)
Are you registering to comply with the UC requirement to register for employment search
services?
o Are you a person with a disability seeking OVR services?
o SSN and Confirm SSN.

o}

e Press Continue.

Job Seeker Registration no

‘Weltome 1o the PA CareerLink?. Please provide the Information requesoed and click the “Conlinue’ butiens to step through each screen of e process

FIRST MAME (=i LAST NAME jraquired]
it L
DATE OF BERTH irecured; HAVE ¥U APPLIED FOR. OR ARE YOU RECEIVING BEMEFITS OR ﬁ
SERVICEST [imip i)
Q1 eE0 |
Ve
i Mo

ARE YOU REGISTERING TO COMPLY WITH THE UC REGUIREMENT TO REGISTER ARE ¥OU & PERSOM WITH A HIAEILITY SEEKING OVR SERVICES? ﬂ
FOR EMPLOYMENT EEARCH SERVICEST (raquircd]

~ Yes

TuYes b

% He

SEM (Ui ﬂ CONFIRM 558 (rocuirad If you hover over a
120 A5 S0 Vs G Question Mark (?), a

pop-up will appear and

T R R —_— explain the question.

a Wiaw our privacy policy
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o Complete the Contact Information section.
o Select the Correspondence Preference.
o Select an option for the General Contact Preference. The corresponding box must be filled out
for whichever option is selected (e.g. if “Email” is chosen as the Correspondence Preference, the
Email box must be filled out.)
o Enter an Email address and Phone Number(s).

Personal Information

The mtormabon requested below s uzed to help customae your job search expEMEnce or s required by lav.

Identifying Information

NAME BEN a
Jdohn Doa

Contact Information

CORRESPONDENCE FREFEREMNCE [rariiiad CEMERAL CONTACT PREFEREMCE [raif.drul
W Frexl ) Wal Fmail k2
EMAIL COMFIRY EMARL
RA-| IRWTD-TRAININGEDa gov RA-| IAWTD-TRAIMING @D goy
PRIMARY FHONE WORK FHONE
F17) 2454942 L TRRUTTY LI TRRUTTY

e Complete the Location Address section.
o Fillin Address Line 1, City, State, Zip Code, and County.
o Address Line 2 can be used for Apartments or P.O. Boxes, but is not required.
o Mailing address is the same as above location address will be automatically selected as the
default. If this is not correct, uncheck the box and enter the mailing information in the
subsequent boxes.

Location Address

ADDRESS LINE 1 [rogerm ADDRESS LiNg 2
R30S PA-I0I W58
CITY |jnai STATE penuicia
Lewrshnan FEnnsyhana hed
ZIPF QODR [ream COUNTY |

TR0 RN S

| MAILING ADDRESS 15 THE SAME A5 ABOVE LOCATION ADDRESS

|
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Complete the Personal Information section.

o Select a response for required sections: Gender, Citizenship Status, Ethnicity, and Race
of Birth will be prepopulated based on previous response.
o Can you legally work in the U.S.? is a voluntary question.

Personal Information

CENDER /inipiintl]

O KAk Tw Fomal:

CITIZENSHIP STATUS {iesjuies)

LS CHzen

ETHMICITY irequinsd)

1 HepanioLating @ Hon Hispanioating ) Do netwish o deckose

e Complete the Military Information section.

Military Information

ARE YOU & VETERAM [requred) B

O Yex @ Np

DATE OF BIRTH

LN %D M

CAN YOU LEGALLY WORHK W THE U.5.7

i Ves i Ko T Cortt Know

RACE [required)

[T amnerican Indian or Alaskan Kaive [ Askan

[ Fack or African American ] Hawniian Mative e Ciher Rachic
Iskanider

R Wiz [ Comotwish todscioee

HAVE ¥0OU EVER SERVED IN THE MILITARY, NAVAL, OR AlR SERY]
EXCLUDING NATIONAL GUARD AND RESERYET (ieuuiied)

o Wes o Mo

HAVE YOU SERVED ANY ACTIVE DUTY IN THE NATIONAL GUARD DR RESERVES

FOR OTHER THAN TRAINING PURPOSES? imquired)

T Yes o Mo

ARE YOU THE SPOUSE OF A VETERAN? [roquired ﬂ

T Yes e Mo

The Additional Information section is optional.

. The Date

ICE,

o If the General Contact Preference selected previously was a fax number, video phone, or cell
phone, these sections are required to be completed.

Press Continue.

Additional Information

FAX NUMBER

VIDED PHONE

COMMUNICATION NEEDS!

| Foreign Languags Inbepretes

| SZgn Language Inderprates

] Lange Print

Brallle

] Othear

PA Care

erLink® Online Registration (Job Seeker): NOVEMBER 2019

CELL PHONE
LANGUAGE PREFERENCE
Engesh v Spantsh () Other

N CONTINUE
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o Typically, the Address Check dialogue box will pop-up next with the Address Entered and Suggested
Address. After making a selection, press Continue.

Address Check

PA CareerLink® uses address verification. Please select the correct address below.

Location Address

6395 State Route 103 N, (@) 6395 State Route 103 N
Lewistown, PA 17044 Ste Eldg 58

58 Lewistown PA 17044-7899
Lewistown PA 17044 Mifflin

Mifflin

EDIT ADDRESS CONTINUE

e Complete the Account Information section.
o Create a Keystone ID/User Name that is unique to the system and does not include spaces.
o Create a Password at least eight characters long with three of the following:
=  One Uppercase letter
=  One lowercase letter
=  One number
=  One special character.

o Complete the Security Questions & Answers section. Three different questions and answers must be
selected.

e Check the box to confirm viewing the Civil Rights Statement, then press Continue.

Create User Account

Check the Show box to

display the password.
Account Information

KEYFSTONE IS { USER HAME jregims PASSWORD recuired

iuEKevEona I ParaEwR 1 B Show

Security Questions & Answers

SHCURITY QUESTION 1 (requred, ARSWIER 1 |resuim
WNa] veEs T nans oF your Chighopd pety i St

SECURITY QUESTION 2 [ragquinad ANEWER X |requine
Wihal was the name of the iy whens you wers borm® i Lewisiown

SUCURITY QUIESTION § (requered, AW SWIR 3 requ

WM veas e N OF e Gty WILENE WOull SDO1SE Was Do - Hamsmag

B | HAVE READ AND URMDERSTOOD THE WIllW CIVIL RIGHTS STATIMIDNT i

~.

CAMCEL COMTIMUE
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e Select an option to create a resume. The options are to build a new resume or start with an existing
resume. If starting with an existing resume, the resume must be uploaded as a Word or PDF document.
This example will highlight the build a new resume option.

Create PA CareerLink® Resume Options

i
Use our PA CaresrLink™ Resuma Bullder o £raats your resums Upload an exsting resume and PA Carsarlink™ will use it to
N an adsy to tofiow, Step-by-step process populate your resuma for you

\ HILMI 3-8 MW RS

| START WITH AN EXISTING RESLRME

e The first section to complete is Work Experience. At least one entry must be made in the Work
Experience section for the PA CareerLink® online registration to be considered complete.

e Press New to add a Work Experience entry.

. . -,
Witk Faperbence il e Eduratiin CeatificatiormfLicenses > Dislificaticnsichisvements Proleren ces
@ work Experience. S @ @ 0] @

Work Experience

Add ar modfy your work experience and click the Gontinuee button 1o move o the mext sectian,

+

MNEW

PLEWY T Al T W

expanence
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o Complete the following:
o JobTitle
Responsibilities
Name of Employer
City
State
Start Date
End Date
Check box for Still Working if currently employed.

O O 0O OO0 O O

e Press Save to continue.

Work Experience x

If you have military experience, the Military to Civilian Occupation Translator can help match your skKills and experience to similar
civilian occupations.

JOB TITLE (required)

Staff Development Analyst

RESPONSIBILITIES (required)

Job Responsibilities go here

27 characters of 1500
Check Spelling

NAME OF EMPLOYER (required)

PA CareerLink

CITY (required)

Lewistown

START DATE (required)

o 2018 [ still Working

CANCEL

STATE (required)
Pennsylvania

END DATE (required)

5 2019

I e |
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e Once at least one Work Experience entry has been entered, select New to add additional work
experience, or press Continue.

Work Experience

Add ar medity your wark expenianca and click the Confinue button ta move to tha next saction,

-
SO T

Staff Deswelnpament Anakpst

TR¥ VTR

PA Careerlink
OATES

O20E  0S/2019

NEW

\

\ r,

(o] S

e Press New to add Military Service if applicable. (Note: this section does not have to be completed to
achieve full PA CareerLink® online registration. If not applicable, press Continue.)

Military Service

£dd or modity your military service and clsck the Conbnue button to mowe to the next sechon.

Clizie + MOV Lo add your Milary

GerviceE el

E COMTINUE

|
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e Complete the following information seen below for the Military Service section, then press Save to
continue.

Military Service

BRANCH OF SERVICE (required) ENTRY DATE (required)
Select v )
TYPE OF DISCHARGE SEPARATION DATE (required)
Select E g
HAVE YOU BEEN FULLY DISCHARGED FROM THE AS A MEMBER OF THE ARMED FORCES OR A RESERVE
RESERVES OR NATIONAL GUARD? COMPONENT, HAVE YOU SERVED OR WERE YOU CALLED

TO ACTIVE DUTY DURING A CAMPAIGN OR EXPEDITION FOR

WHICH A CAMPAIGN BADGE/EXPEDITIONARY MEDAL OR

ARMED FORCES SERVICE MEDAL WAS AUTHORIZED?
{required)

O Yes (O No

) Yes () No

RESPONSIBILITIES (required)

0 characters of 1200
Check Spelling

[J I CERTIFY THAT | HAVE SERVED IN THE ARMED FORCES OF THE UNITED STATES OF AMERICA (required)

e ~

e Press New to add Education if applicable. (Note: this section does not have to be completed to achieve
full PA CareerLink® online registration. If not applicable, press Continue.)

Education

ackd or modify your education history and click the Contnue bubicn 1o mawe 1o the next section.

HATIMLE

[a]
[=]
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e Complete the following information seen below for the Education section, then press Save to continue.

MAME OF SCHOOL (required) CITY (required)
Pennsylvania High School Lewistown
STATE (required) LEVEL ATTAINED (required)
Pennsylvania E| High school graduate or equivalency certificate (GED) E
# OF CREDITS EARNED ADDITIONAL DETAIL OF CREDITS EARNED
0 characters of 100
Check Speliing
START DATE (required) END DATE (required)
o |v| 2008 [v|  [stinAttending 6 [v| 2010 [v

ADDITIONAL INFORMATION

0 characters of 200
Check Speliing

S

e Press New to add Certifications/Licenses if applicable. (Note: this section does not have to be completed
to achieve full PA CareerLink® online registration. If not applicable, press Continue.)

Certifications/Licenses

Add or madity your cemtifications and llicenses and ¢lick the Continee buttan to move to the next section,

+

NEW

gour coatifcatian
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e Complete the following information seen below for the Certification/License section, then press Save to
continue.

Certification/License

TITLE (required) ISSUED BY

STATE DATE ISSUED DATE EXPIRES
Select & B

ADDITIONAL INFORMATION

0 characters of 255
Check Speliing

- e

e Press New to add Qualifications/Achievements if applicable. (Note: this section does not have to be
completed to achieve full PA CareerLink® online registration. If not applicable, press Continue.)

Qualifications/Achievements

£dd or modsty your qualthcabions and achipvements and click the Continue button to move to the next seobon.

wour qualhcation
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e Complete the following information seen below for the Qualification/Achievement section, then press
Save to continue.

Qualification/Achievement

TITLE (required) DATE COMPLETED

DESCRIPTION

0 characters of 1500
Check Spelling

- e

e Complete the Preferences section, which is required for a complete PA CareerLink® online registration.
e Respond Yes or No for the following questions:

o Do you want employers to find you?

o Do you want to keep your name confidential?

e Enter a Profile Summary. Note: this is not a required field.

Select Highest Education Level from the drop-down menu.

Preferences

PA CareerLink® uses sfcrmation trom your Preserences bo match you with open job postngs. It i3 impartant to review your Preterences periodscally so that Pa
CareerLink® can recommend jobs.

DO YOU WANT EMPLOYERS TO FIND YOUT {requned DO YOLU WANT TO KEEP YOUR NAME CONFIDENTIALT
w vas o 0 N T Yes @ No
PROFILE SUMMARY ﬁ HIGHEST EDUCATION LEVEL (requrcd)
High schasl gracuats ar cqvaicncy cotifcals (GEDY v:

0 characiars af &an
Ches Spelirg

|
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e Next, select Shift Preference and Job Type Preference.
e The Zip Code will default to the earlier zip code entered.

e Select a Radius from the drop-down menu. The radius can be changed from 10 miles to 25, 50, 100, 150,
or 300 miles.

e Respond to the question about relocation, then press Continue.

Job Preferences

SHIFT FREFEREMGE (soqulced JIOB TYPE PREFERENCE (vequio]

& Dy ] Evennyg & Ful-Time 01 Pard-Time
[l paghi | Rofafion ] Infe=nship

L] Wesxsnd

Locahon Prelerences

IIP COOH (renoied) AL

17044 W ks W

ARE YOLU WILLING TO RELOCATET [1aquied)

o Wes & Mo

= ==

—

o After the Preferences have been completed, the following Registration Confirmation screen will appear.

Registration Confirmation

Registration Completed

Comgratulations! ¥ou have compieled your PA CarssrLink® registration

Sunemployment Compensation (UC) Registration Requirerment - EFective 05/01/2019

IWyiis A an Unemgloymant Compenasion damant, you R sabdfsd the unsmploymsnl Comperiation requiremant 1o fegiker for empleymment-bbarch serdcsd offorad by
e P& Careaiing® sysiem

Sign In Information

Heytons IDUASRams Participant ids
i UniguekeystonsiDi [ EEFEIEES

Additional Actions
Chck "Cantmue™ 10 90 10 vour DazNBoan, when you can Search iof jo0s, view j0D recommendaiions, and more -or-

Cicy "Request Services™ in mquest addiional intormation meganing paS-asseied employment. ducational, raining, and renaDili@ion sendoes provided oy e Depanimenis of Laber
& InZusEiy Gl Human Sanices

e renomimend thal you st this page fof your reconds Behine proceading
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