How to Retrieve Your Resume, Cover Letter, and Application Details from Candidate
Gateway

RESUME/COVER LETTER

1. Navigate to Candidate Gateway by clicking here.

2. You will be brought to the Careers page. Click “Sign In”.

Careers
Search Jobs

Search by job title, location, or keyword

Welcome

Sign In | New User

[ View Al Jobs

>

bu My Job Notifications >
& My JobApplications >
My Favorite Jobs >

@ My Saved Searches >

- My Account Information >

Ifyou are accessing this site for the first time and you wouid like to apply for  job, you must create an account by dlicking on the New User link above. You must create a new account even if you were previously registered with JobsPEI, Your information in the previous site will not be
moved to the new site.

If you are an employee and are creating your account for the first time, you must click on the current employee box during the account setup and enter your Employee ID to see jobs open to employees

For assistance with creating an account, applying for jobs, or any other technical assistance relating to Jobs PEI, please contact the PeopleSoft Help Desk at 902-288-1420, 302-620-3556 or 902-894-0303.

3. Enteryour login details and click “Sign In”.

Sign In

a
* indicates required field

“User Name

“Password

Forgot User Name | Forgot Password

Are you anew user? Register Now



https://psprdapp.gov.pe.ca:8001/psc/PSPROD92/EXTERNAL/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?FOCUS=Applicant&SiteId=2

4. Onceyou are logged in, click on “My Job Applications”.

< Careers Careers H

Search Jobs

Search by job title, location, or keyword »

Welcome Sign Out

View All Jobs >

Baf My Job Notifications >
]

s My Job Applications 2>

My Favorite Jobs >

Q My Saved Searches >

& My Account Information >

If you are accessing this site for the first time and you would like to apply for a job, you must create an account by clicking on the New User link above: You must create a new account even if you were previously registered with JobsPE. Your information in the previous site will not be
moved fo the new site.

I you are an employee and are creating your account for the first time, you must dlick on the current employee box during the account setup and enter your Employee 1D to see jobs open to employees.

For assistance with creating an account, applying for jobs, or any other technical assistance relating to Jobs PEI, please contact the PeopleSoft Help Desk at 902-288-1420, 902-620-3556 or 902-884-0303

5. You will be brought to the “My Job Applications” page where you can view your application history and any
resumes and/or cover letters you have uploaded.

< Careers b Applications

My Job Applications
Job Title JobID  Location Status Date Created Date Submitted Withdraw Application
Job Posting Title 161189 Submitted ~ 02/07/2024 3:04PM 02/07/2024 3:25PM Withdraw >
Job Posting Title 164015  Charlottetown Submitted  07/31/2024 9:30AM 08/09/2024 9:16AM Withdraw >
My Resumes
Attached File Job ID Resume Title Date Created
Resume2024.pdf 161189 Resume2024.pdf 02/07/2024 3:23PM
164015 Resume2024.pdf 02/07/2024 3:23PM

Resume2024 pdf

My Cover Letters and Attachments

You have not provided a Cover Letter or Attachment

Add Attachment

6. Toview your resume or cover letter, click the blue text of the resume you want to open from the Attached
File column. If you haven’t uploaded a resume or cover letter, then there will be a message indicating you
have not provided one. Your resume or cover letter should open in a new window.

7. Depending on the browser you are using, your screen may look different than the screenshot. However,
there should be versions of the Save and Print buttons in the upper right-hand corner.




APPLICATION DETAILS

1. Navigate to Candidate Gateway by clicking here.

2. You will be brought to the Careers page. Click “Sign In”.

Careers

Search Jobs

Search by job title, location, or keyword »

Welcome

[2" ViewAll Jobs >
My Job Notifications >

Ead My Job Notif

& v Job Applications >

fr My Favorite Jobs >

Q) My Saved Searches >

& My Account Information >

If you are accessing this site for the first time and you would like to apply for a job, you must create an account by dlicking on the New User link above. You must create a new account even if you were previously registered with JobsPEI. Your information in the previous site will not be
moved to the new site.

If you are an employee and are creating your account for the first time, you must click on the current employee box during the account setup and enter your Employee ID to see jobs open to employees

For assistance with creating an account, applying for jobs, or any other technical assistance relating to Jobs PEI, please contact the PeopleSoft Help Desk at 902-288-1420, 902-620-3556 or 902-894-0303

3. Enter your login details and click “Sign In”.

Sign In x
* Indicates required fieid

*User Name

“Password

Forgot User Name | Forgot Password

Are you anew user? Register Now

4. Onceyou are logged in, click on “My Job Applications”.

< Careers Careers

Search Jobs
Search by job title, location, or ke

Welcome Sign Out
" ViewAllJobs >
My Job Notifications >
25
Yr My Favorite Jobs >
) My Saved Searches >
a My Account Information 4

If you are accessing this site for the first time and you would like to apply for a job, you must create an account by clicking on the New User link above. You must create a new acceunt even if you were previously registered with JobsPEL. Your information in the previous site will not be
moved to the new site.

If you are an employee and are creating your account for the first time, you must click on the current employee box during the account setup and enter your Employee ID to see jobs open to employees.

For assistance with creating an account, applying for jobs, or any other technical assistance relating to Jobs PEI. please contact the PeopleScft Help Desk at 902-288-1420, 902-620-3556 or 902-894-0303



https://psprdapp.gov.pe.ca:8001/psc/PSPROD92/EXTERNAL/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?FOCUS=Applicant&SiteId=2

resumes, and cover letters.

< Careers My Job Applications
My Job Applications

5. You will be brought to the “My Job Applications” page where you can view your application history,

Job Title JobID  Location Status Date Created Date Submitted Withdraw Application
Job Posting Title 161189 Submitted ~ 02/07/2024 3:04PM 02/07/2024 3:25PM Withdraw >
Job Posting Title 164015 Charlottetown ~ Submitted  07/31/2024 9:30AM 08/09/2024 9:16AM Withdraw >
My Resumes
Attached File Job ID Resume Title Date Created
Resume2024 pdf 161189 Resume2024 pdf 02/07/2024 3:23PM
Resume2024 pdf 164015 Resume2024.pdf

02/07/2024 3:23PM
My Cover Letters and Attachments

You have not provided a Cover Letter or Attachment

Add Attachment

6. To save your application details, you will need to click the arrow to the right of the application you would
like to save.

My Job Applications
Job Title

Job ID Location Status Date Created Date Submitted Withdraw Application
Job Posting Title 161189

Withdraw

Submitted ~ 02/07/2024 3:04PM 02/07/2024 3:25PM




7. This will bring you to the “Application Summary” page where you can view the details of each section of
your application by clicking the arrow next to the section titles.

< My Job Applications Application Summary

View Application

« My Contact Information

Email Address

Phone Contact Method

mJubs Applied For
» Resume Attachment
» Work Experience
» Job Training
» Degrees
» School Education
» Areas of Study
» Licenses and Certifications
» Language Skills
» Memberships

» Referrals

8. Alternatively, you can click “View Application” on the right-hand side of the page to open a PDF version
which you can then print or save.

< My Job Applications Application Summary
| View Application

+ My Contact Information

Email Address

Phone Contact Method

» Jobs Applied For

» Resume Attachment

» Work Experience

» Job Training

» Degrees

» School Education

» Areas of Study

» Licenses and Certifications
» Language Skills

» Memberships

» Referrals




