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Guide to Applicants 
Steps to create and submit an application 
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Jobs Website 
Visit https://jobs.regis.edu 
 

Log In 
1. Current user: 

a. Click “Log In” 

i. Enter username and password 

ii. Click here to retrieve username or password 

iii. . Contact HR if username is unknown 

2. New user: 

b. Click Create Account  

i. Click on Create Account 
a. Upload your Resume 
b. Complete required information 
c. Click Create Account 

Search Jobs 
1. Click Search Jobs 
2. Results can be filtered by:  Position Category, FT/PT, Campus Location and Department. 
3. Select a position by clicking on the title in blue or View Details. 

 

Create and Submit Application 
1. Click Apply for this Job

 
2. Complete Contact Information and General Information – Click save changes and next. 

https://jobs.regis.edu/
https://jobs.regis.edu/user/forgot
https://jobs.regis.edu/user/new
https://jobs.regis.edu/postings/search
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3. Attach Documents needed to apply.  Click one of the required documents. 

 

 
4. Click Browse.  Select file.  Then click Add to my Application. 

 
5. Click on the next document to add and follow the same steps for each document.  Click save 

changes and next. 

 
 
6. Complete Educational History – Click save changes and next. 
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7. Complete Employment History – If a section with an asterisk is missed, the application cannot be 

submitted. 
a. Click Add Previous Employers Entry if you’ve worked more than one job in the last 7 

years. 

 
b. Click save changes and next. 

 
8. Notification will appear if application is incomplete. 

 
 

a. Scroll down to find red X. 
b. Click on heading by red X. 

 
c. Errors will be highlighted in red or listed below the missing section. 
d. Documents needed to apply might not load correctly.  If this happens, you will be 

alerted.  Click Replace and upload document again. 

 
e. Fix the errors then click save changes and next. 
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9. Certify and Submit 
a. Once all information is entered, read statement and click Certify and Submit. 

 
 

b. Click certification box and enter initials.  Click Submit this Application. 
 

 
 

c. Click Edit this Application if corrections need to be made. 
d. Click Print Version if you would like a printed copy. 
e. Once submitted, you will receive an email confirming receipt of your application. 

 
10. Check status of application 

a. Log into https://jobs.regis.edu/login  
b. Click on Your Applications where you can view the status for completed and pending 

applications. 
 
 

  

https://jobs.regis.edu/login

