How to Upload Attachments to Your City of
Tempe Careers Profile I

Tempe

Learn the efficient way to upload and manage supporting documents for your job
applications.

1 Navigate to Tempe.Gov/Careers in order to log into the application system.

Application Navigation

2  Click "My Job Applications".
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https://tempe.gov/careers

Attachment Setup

3 Click "Add Attachment" button.

My Resumes
Attached File Job ID Resume Title Date Created

My Cove\Letters and Attachments
|+
File Job ID Attachment Title Attachment Type Date Uploaded

Select the type of attachment that you are uploading from the list of options and include
a title for the attachment. This example will be a transcript.

Select "Transcript Attachments" as Attachment Type, enter "Bachelors Transcript" as
Attachment Title, and click "Continue".
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*Attachment Type

“Attachment Title

Add Attachment

“Attachment Type
“Attachment Title
Cover Letters
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Personal References
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Add Attachment

Add Attachment

basz
*Attachment Type | Transcript Attachments v/
“Attachment Title |Bachelors Transcrip{

File Upload

5 Click "My Device", upload your file, and click "Done" once the upload is complete.
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6 Click "Save".

Add Attachment

*Attachment Type |Trartsuipthﬂad1rnenl:s V|

“Attachment Title | Bachelors Transcript |

Review and Manage

7 The new attachment can be found in the "My Cover Letter and Attachments" section.
Click "Edit" icon to use a different attachment or to delete it.

Attachment Type Date Uploaded

Cover Letters
Cover Letters

Cover Letters

Transcript Attachments @

Made with Scribe - https://scribehow.com



8 Make any adjustments and click "Save" to exit the edit view.

If no changes are needed, click "Cancel" to exit the edit view.

@ Edit Attachment

“Attachment Type | Transcript Attachments

*Attachment Title |Bachelors Transcript

Attached

Use Different Attachment
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