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A list of available positions will 
appear based on your 
submitted criteria.  

Look for a position that 
interests you, and then click 
on the “Position Title” link.

This is the Job 
Search Section of 
our website.  

Sign in or begin a 
search for open 
positions.

Use this page to 
search for  career 
opportunities.  

The first drop-
down list is “Job 
Field”. Select the 
one that interests 
you. 

The next drop 
down list is 
“Location”.  Select 
your preferred 
location. Some 
locations may ask 
to narrow your job 
location down to 
state or city.  

When you have 
entered your 
search criteria, 
click “Search for 
Jobs.”
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The position description 
will appear. 

If the position is of 
interest to you, click the 
“Apply Online” button.

A Privacy Statement 
will appear. Read and 
click the radio button 
for “Accept” or 
“Decline” and 
continue.  

Once you have agreed to the privacy 
statement, you are asked to login. 

To access your account, please identify 
yourself by providing information requested 
in the fields below, and then click “Login”.  If 
you are not registered yet, click “New User”
and follow the instructions to create an 
account.  

Mandatory fields are marked with an 
asterisk.  The next slides will depict the 
steps to register as a new user.

As a new user, you must create a User Name for 
yourself. You will use this to login to check your 
application status or apply for other opportunities.  

Remember to commit your user name and password 
to memory for easy access to your account.  

Once you’ve developed a user name and password, 
click “Register”.

Next you will fill in “Personal 
Information” about yourself.  

Remember, all of the fields with 
asterisks are required and 
include First Name, Last Name, 
Street Address, City, Zip/Postal 
Code, Place of Residence, 
Home Phone Number, and 
Email Address. 

When done click the “Save and 
Continue” button.

The next 
screen is a 
questionnaire. 

Read the 
questions, and 
answer 
accurately 
based on your 
personal 
history.

When finished, click the “Save and 
Continue” button.
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Next is “Questionnaire 2”.  

Answer the questions by 
clicking the appropriate 
radio button and typing in 
answers in the text boxes. 
Be as detailed and 
accurate as possible in 
your answers. 

When complete, click the 
“Save and Continue 
button”.

Questionnaire 1 and 2 will only need to be answered by new users. Returning users 
will not need to answer these again.  However, there may be job specific questions 
that may need to be answered.  Questionnaire 3 contains these questions.  

Answer the questions appropriate 
for you by clicking the radio buttons 
or at times filling out text boxes.  
These questions will be specific to 
the position in which you are 
applying for.  When complete, click 
the “Save and Continue button”.

The next step is the 
“Resume Builder”.  

Fill out the information asked 
such as Education Level or 
Work Experience.  The 
required fields have 
asterisks. 

When done, click the “Save 
and Continue button”.

Please attach any documents that will support 
your application (e.g. resume, cover letter, 
references, transcripts) or any other relevant 
documents.  

Click the “Browse” button to search for your files.  
Once you have selected your attachments, 
assign a name for them in “Comments about the 
file” field.  

Click the “Attach” button and then click the “Save 
and Continue button”.

To help us comply with federal and 
state Equal Employment Opportunity 
record keeping and other legal 
requirements, we invite you to 
complete the following information.  
Please note completion of this 
information is voluntary.  Refusal to 
complete this information will not 
impact our selection. The information 
you provide is confidential and will be 
kept separate from your other 
applicant information. This information 
will only be used for data reporting 
requirements and will not be 
considered in making any employment 
decisions. 

To complete this section select your 
answer by clicking the down arrow of 
the drop down menu for each 
category.  Select the answer that best 
applies you.  

When finished, click the “Save and 
Continue button”.

Please read the following statement 
carefully, then acknowledge that you have 
read and approved it by providing the 
information requested at the bottom of the 
page.  

Please note that an eSignature is the 
electronic equivalent of a hand-written 
signature.  

When you have read and entered your 
eSignature (name), click the “Save and 
Continue button”.
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This “Thank You” screen lets you know that your 
application was entered and submitted successfully.

This page displays a 
summary of the information 
included in your job 
submission form.  

To modify any specific 
information, click the “Edit”
link next to the section in 
which you wish to change.  

When you have fully 
reviewed the summary 
information, click “Submit”
button.

To view your recent application status, 
click “My Jobpage”.  

Under the “Completed Submissions”
header, a list of all of the opportunities in 
which you applied for will appear.  It also 
shows your status under “Job Status”.  

This information is available anytime you 
sign in with your user name and 
password.

Additionally, you can change your 
account preferences at anytime while 
signed in. Click the “My Account 
Options” link.  

This is the “My Account” page.  Here you can 
alter your “Personal Information”, “Login 
Information”, and “Correspondence”
preferences.  

The “Correspondence” preferences allows 
you to receive emails about completed 
submissions, rejection notices, as well as 
available positions that fit your background.  
To change these preferences, click the “Edit”
link near the title “Correspondence”.

To edit “Personal Information” or “Login 
Information” click the “Edit” link.

In the “My Account Editor –
Correspondence” page, 
choose the settings you 
desire, and click the box next 
to each.  A check mark will 
appear for your desired 
preferences.  When 
complete, click the “Save”
button.

Congratulations! You are now done searching 
and applying for a 3M career opportunity as well 
as viewing and altering your account 
preferences.


