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Overview 
This job aid shows how parts of the Candidate Gateway (searching, job postings, the application) will look to 

candidates. It includes information on how these parts connect to TAM and how the recruiter sets up the job 

opening.  

Applicant Types 
• Internal Applicants 

o Internal candidates are employees (organizational relationship = employee) who can log into 

STAR Human Resources with an IAM and password. 

o They will access Candidate Gateway through the Careers Tile on the Employee Self Service 

Landing Page. 

• External Candidates 

o Those that do not have access to STAR must create an external user account 

▪ Note: Contractors, POIs and employees who do not have an active IAM will have to 

create an external user account 

o No Wisc.Jobs account information will transfer to TAM so all external applicants will need to 

create a new account 

o They will initially be brought to the Candidate Gateway landing page, but the page will have 

New User and Sign In options. 
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New User Registration and Sign-in  

Internal Candidate Sign In to Candidate Gateway 
1. Log in to STAR Human Resources with IAM and password 

2. Click on the Careers tile on the Employee Self-Service Landing Page 

 

3. Once the employee clicks on the Careers Tile, they will be brought to the Candidate Gateway landing 

page 

4. The employee’s first name will appear on the page 
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Create an External Applicant Account 
1. The applicant will initially click New User on the Candidate Gateway landing page to start the account 

creation process. 

 

2. The new user will have to complete the identifying information at the top of the page 

 

https://wj.wi.gov/psc/wisjobs/CAREERS/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?&SiteID=1&Focus=Applicant
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3. Regardless of the length of the password, as soon as it is entered, all the dots will replace the password. 

This is for security purposes. 

 

4. If the applicant clicks Why do we ask for this? in the personal information section, a pop-up appears 

with more information: 

 

5. The applicant must select I Agree to the Terms and Conditions in the bottom section of the page 

 

6. Once the page is completed, the applicant will click Register at the top of the page to complete the new 

user registration process 
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7. The applicant will then be brought back to the Candidate Gateway Landing Page 
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Can current employees create external applicant accounts? 
1. The new user registration instructions include information for current state employees that instructs 

them to log into STAR. 

 

2. When an external account is created, there is logic comparing several pieces of data to determine if the 

person creating the applicant account is an employee. 

3. The applicant will receive a warning and directions if there is a match. 

 

Can internal and external accounts be merged? 
1. If someone’s applicant status changes (internal to external or external to internal), the accounts can be 

merged. 

a. Create a JIRA ticket if you determine that accounts must be merged.  Please include identifying 

information for each account so it is clear which information is correct. 
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Searching Jobs  

Searching on Wisc.Jobs 
1. Anyone can search and view job postings on Wisc.Jobs 

2. Search by Keyword uses the keywords the Recruiter added when creating the job posting 

3. Search by City uses the physical/HR location(s) the Recruiter added when creating the job opening 

 

Search by Agency 
1. When the user clicks Search by Agency, a menu of agencies and organizations appears  

a. Non-STAR entities (ex. Local Government, UW…) will continue to post their jobs – they are 

included in agency listing 

 

https://wisc.jobs/Pages/Welcome.aspx
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2. Each agency page has open job postings from that agency and the agency’s introduction message 

3. The user can sort these postings by any of the fields, such as posting date, in ascending or descending 

order 

 

Search by Career 
1. When the user clicks Search by Career, a menu of career categories appears  

 

2. Each career page has job postings with that category (which the recruiter sets up when creating the job 

posting) and a brief description about the career area 
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3. The user can sort these postings by any of the fields, such as posting date, in ascending or descending 

order 

Searching for Jobs in Candidate Gateway 
1. Internal and external candidates search for jobs the same way within Candidate Gateway 

2. Initial search parameters on landing page 

a. View Jobs Posted in the Last 14 Days 

b. View All Jobs 

c. My Saved Searches 

d. Search Bar 

] 
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3. Once any search criteria are entered on the landing page, job seekers will be brought to the main Search 

Jobs Page 

 

Location Search 
1. Locations are nested under Statewide 

a. Statewide 

b. Regions 

c. Counties 

d. Cities 

2. Remote and Out of State are separate 

3. Due to nesting of locations, it’s recommended that the recruiting location(s) attached to the job opening 

are at the city level if possible 
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Job Category Search 
1. Each job code is assigned a Default Job category – this is what drives the Job Category search 
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Multiple Search Parameters 

 

About the Search Jobs Page 

 

Where in TAM does this info come from?  
This info mainly comes from setting up the job opening and posting. See below for more details: 

1. Location: The recruiting location(s) the recruiter adds when creating the job opening, on the Opening 

Details Tab. Location is a drill-down list that funnels down from statewide to city (see 1A on the image). 

2. Job Category: The recruiter sees the Default Job Category when creating the job posting, at the top of 

the page. The default is determined by the primary class code/title for the job opening. The recruiter can 
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add additional job categories when creating the job posting but those additional job categories are NOT 

displayed in Candidate Gateway – they are only displayed in Wisc.Jobs. 

3. Agency/Organization: The Business Unit the recruiter enters when creating the job opening.  

4. Job title: The Job Posting Title the recruiter enters when creating the job opening. The recruiter can 

change the job posting title when creating the job posting. 

5. Posted date and close date: Posted Date = Post Date from Job Posting and Close Date = day before the 

Remove Date on the Job Posting.  

 

Throughout Candidate Gateway, the > icon indicates that users can 
click on that page for more information. For example, this icon is on 
the far right of each job posting on the search page. 

 

Viewing a job posting  

About the Job Posting Page 
 

 

Where in TAM does this info come from? 
This info mainly comes from setting up the job opening and posting. See below for more details: 

1. Full/part time: The recruiter indicates whether the job is full or part time when creating the job 

opening, on the Job Details Tab, at the top of the page under Schedule Type. 

2. Regular/Temporary: The recruiter indicates whether the job is regular or temporary when creating the 

job opening, on the Job Details Tab, at the top of the page under Regular/Temporary. 
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3. Content for the job description sections: The recruiter adds the job posting content when creating the 

job posting. The drop-down list of templates for each description section provide sample text and 

guidance on what to add to the job posting, such as the agency introductions. 

4. Add to favorite jobs: This action allows users to bookmark a job posting to return to later. Users can use 

My Favorite Jobs on the Welcome page for their account to view the jobs they have bookmarked. 

5. Email this job: This action allows people to email the job posting to someone.  

To apply for the job, click on the Apply for Job button at the far right of the heading. When users click Apply for 

Job, it automatically opens to a new tab. 

Note: The Apply for Job button will not appear on the page for a non-STAR entity Job Posting or for the Courts 

and Legislature at this time’ 

 

Applying for a Job  
1. Not every application looks the same. It depends on the template and assessment tools used. 

2. There are several items in the Job Opening that drive the applicant experience 

a. Template: The template attached to the job opening will determine the job application’s 

structure and content, including requirements around submitting a resume, letter of 

qualifications and work experience. 

b. Recruiting location: If it is a Statewide or multi-location recruitment, the applicant will be asked 

to select where they want to work. 

c. Employment questions and Skills Questions: The applicant will need to answer specific 

assessment questions that the recruiter has added to the job opening. 

Template Previews 

Template Definitions 

Template 
ID 

Template ID Description 
Resume 
Upload 

Letter of 
Qual 

Upload 

Work 
Experience 

Page 

Profile Items 
(Education Level, 

Degrees, Language, 
Licenses/Certs/Regs) 

3001 ResLetReqWHHideRestOptional Required Required Hidden Optional 
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Template 
ID 

Template ID Description 
Resume 
Upload 

Letter of 
Qual 

Upload 

Work 
Experience 

Page 

Profile Items 
(Education Level, 

Degrees, Language, 
Licenses/Certs/Regs) 

3002 AllOptionalLetterRequired Optional Required Optional Optional 

3003 ResReqWorkExpHideRestOptional Required Optional Hidden Optional 

3004 AllOptional Optional Optional Optional Optional 

3005 LetterHideRestOptional Optional Hidden Optional Optional 

Note: If Resume and Work Experience are both optional, applicant must complete at least one of them before 
moving forward in the application process. 

• Required - The applicant must attach the requested document. 

• Optional - The option is displayed to the applicant, but the applicant is not required to submit/attach 
what is requested. 

o If both resume and work experience are optional (example: Template 3002), the applicant will 

be required to submit one or the other. 

• Hidden - The page is not displayed to the applicant   
o If the resume is required, work experience will be hidden 

o Letter of Qualifications is hidden on Template 3005 

• Profile items are optional across all templates 

 
• Supporting Documentation is optional across all templates 
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Template ID 3001  

• Resume and Letter of Qualifications Required 

• If the assessment is a resume screen for both resume and letter of qualifications, use this template. 

• Work History is not displayed 

 

Template ID 3002 

• Applicant must either upload a Resume or enter Work Experience  

• Letter of Qualifications is Required 
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Template ID 3003 

• Resume is required and Letter of Qualifications is optional 

• Work History is not displayed 

 

Template ID 3004 

• Applicant must either upload a Resume or enter Work Experience  

• Letter of Qualifications is Optional 

 

Template ID 3005 

• Applicant must either upload a Resume or enter Work Experience  

• Letter of Qualifications is Hidden 
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Start Page (first page in Application Process) 
1. The application opens to a new tab 

2. Step 1 is the start page. The start page is automatically included in the application. It includes info on the 

application process, accommodations, expanded certification, and terms and conditions. 

3. The job posting title is appears in the top left corner of this page. 

4. The start page includes messaging on expanded certification. This messaging is different for internal and 

external applicants because they provide their demographic info in different ways. 

5. Applicants are told that they will not be able to make any updates to their application or materials after 

submitting their application 

6. Applicants must agree to the Terms and Conditions and then click Next in the top right corner to 

continue the application.  

Messaging to Internal Applicants 
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Messaging to External Applicants 

 

Resume Page 
 

 

 

• Applicant Actions: For most classifications and job openings, Step 2 is the Resume page. Applicants must 

upload a resume and letter of qualifications from their computer. If applicants have previously uploaded 

a resume, they will have the option of using an existing resume they have already uploaded to their 

account.  

• Required? Depending on which template is assigned to the classification, the resume and letter of 

qualifications will either be required or optional. If either document is required, Required will be in the 

attachment heading (like in the image above). 

• Connection to TAM: Recruiters see which template is assigned to their job opening when creating the 

job opening, at the top of the opening details tab under Template ID. For example, the template 

assigned to the Electrician classification is #3001: ResLetReqWHHideRestOptional (Resume and Letter of 

Qualifications Required, Hide the Work History page, the Rest of the application is Optional).  
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Notice that there’s a “Use Existing Resume” button, but no “Use Existing Letter of 
Qualifications” button.  Applicants should customize their letter of qualifications 
for the job. All uploaded documents are saved in the applicant’s account, they 
just have different shortcut options in the application.  

 

• Next step: After uploading their documents, applicants click Next in the top right corner to continue the 

application. 

Preferences Page 

 
 

• This page will be different based on two factors: 

o Recruiting locations are on the Job Opening 

o If employment questions were used 

• Referral information is also on this page 

• Applicant Actions: Applicants indicate their preferences, including type of employment, shift, and 

location. The questions/content that appear on this page depends on how the recruiter sets up the job 

opening. 

• Required? Employment questions are required and at least one location must be selected. The referral 

question is optional. 

• Connection to TAM: Recruiters can add the full-time/part-time and shift preferences employment 

questions when creating the job opening, on the Job Details tab at the bottom of the page. These 

questions can be useful for certifying applicants based on employment preferences.  
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The location preferences question appears automatically in the 
application, but the employment questions do not. If you plan to 
certify based on type of employment and/or shift type, make sure to 
add the question(s) to the job opening to collect responses. 

 

Location Preferences 
The location preferences question will always appear on this page. The options appearing depend on the 

recruiting location(s) the recruiter specifies when creating the job opening, on the Opening Details tab 

towards the bottom of the page.  

• The recruiting location(s) will be the response options. If the recruiting location is statewide, applicants 

will have all Wisconsin counties as response options. Recruiters can then certify based on location later 

in the selection process. 

 

Example Job Opening with One Recruiting Location 
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Example Job Opening with Two Recruiting Locations 

 

Example Job Opening with State Recruiting Locations 

• If Recruiting Location = Statewide, all counties in Wisconsin are available for selection 
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Referral Source 

 

• This page includes an optional question on how applicants learned of the job. Applicants can select one 

option from the drop-down list. 

Work Experience Page 
The Work Experience step will only show in Template IDs 3002, 3004 and 3005.  When one of these templates is 

used, the applicant has the option to attach a resume or enter work experience.  The system will force the 

applicant to select one or the other before moving past the Work Experience step. 

 

All applicants must either upload a resume or add work experience. 

Collecting work experience information in these ways helps meet the 

requirement to collect resumes from applicants. 
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• Applicant Actions: Applicants can add work experience in lieu of a resume when these templates are 

used.  This does NOT prevent the applicant from adding both a resume and work experience.  

• Applicants click Add Work Experience and then get form fields to provide an entry to their work history. 

Applicants can add multiple entries to their work experience. Any information entered on this page will 

auto-populate in future applications. 

• Required? As indicated in the instructions on this page, applicants must either upload a resume or add 

their work experience; they do not need to do both.  The applicant will not be able to move to the next 

page without entering one or the other. 

• Connection to TAM: This page will not appear in all applications. If the template ID includes 

“WorkExpHide” or “WH Hide,” it will not appear in the application. This page is useful for job 

openings/recruitments that don’t usually have a resume screen, such as food services or correctional 

officers. If the template includes work experience/history, the recruiter doesn’t have to do anything else 

when creating the job opening. 
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Qualifications Page 

 

The qualifications step consists of three sections: Questionnaire, Education, and Profile Information. The 

questionnaire will not appear in the application if the recruiter has not added any questions. Education and 

Profile Information are optional. 

• Applicant Actions: Applicants can complete questionnaires and add their qualifications to the 

corresponding form fields. 

• Required? All questions added to the job opening are required.  

• Connection to TAM: Recruiters can set up a questionnaire on the Questionnaire tab of the job opening. 

The Education and Profile Information sections appear automatically as optional on all templates. To use 

these questions/fields in screening, they would need to set up screening levels on the Screening tab. 

Questionnaire 

Example Multiple-Choice Question 
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Example Single-Choice and Open-Ended Questions 

 

• Single choice, multiple-choice, and open-ended questions the recruiter adds to the job opening would 

appear on this page. For example, an OIQ question set added to the job opening would appear here in 

the application. 
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Education 

 

• Applicant Actions: Applicants can complete the education and degrees fields in this section. 

• Required? Optional 

• Connection to TAM: The instructions state that applicants should refer to the job posting to determine if 

they need to provide this information. 

 

Remember that recruiters cannot edit the instructions within the 
application. If there is a specific qualification that’s relevant to the 
recruitment (e.g., law license for an attorney), specify it in the job 
posting. 
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Profile Information 
 

 

• Applicant Actions: Applicants specify which language or type of licensure when completing the form. 

These fields are broad and do not ask for specific language skills or licenses. 

• Required? Like the other sections in Qualifications, profile information is optional unless the recruiter 

requires it when setting up the job opening. 

• Connection to TAM: Includes form fields for Language Skills and Licenses/Certifications/Registrations.   
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Supporting Documentation Page 

 

• Applicant Actions: Applicants can upload attachments to their application in addition to their resume 

and letter of qualifications. Applicants specify the attachment type (e.g., DD214, references, transcripts) 

from the drop-down list. 

• Required? Optional. If the job opening requires supporting documentation, the recruiter should specify 

this info in the How to Apply instructions of the job posting. 

• Connection to TAM: After the recruiter opens the job opening and starts getting applicants, they see 

those applicants on the Manage Job Opening page. They can view each applicant’s application (including 

the supporting documents uploaded on this page) by clicking on the application icon in the applicant’s 

row. 
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Self-Identify Page 

Internal Applicants 

• Internal applicants (current state employees) do not see this step because they log into the Candidate 

Gateway through Employee Self Service.  

• Internal applicants’ demographic information is collected from the My Information section of Employee 

Self-Service. These instructions are provided to all internal applicants on the Start page of the 

application. 

External Applicants 

• For external applicants, the self-identify step consists of two sections: Veteran Status and Demographic 

Information. 

Veteran Status 

 

• Applicant Actions: External applicants can indicate their veteran status, disabled veteran status, and 

veteran spousal status on this page.  

• Required? The veteran status question cannot be left blank. Applicants must select an option or decline 

to answer. The veteran spousal status questions are optional. 

• Connection to TAM: Used for expanded certification consideration. This data will be stored for tracking 

purposes. 
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Demographic Information 

  

• Applicant Actions: External applicants can indicate their gender, ethnicity, and race on this page. 

Applicants can click on the definition links for category definitions. 

• Required? The questions cannot be left blank. Applicants must select an option or decline to answer for 

each question. 

• Connection to TAM: Used for expanded certification consideration and federal reporting requirements. 

This data will be stored for tracking purposes. 
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Review and Submit Page 
• Applicant Actions: Applicants can review their application, modify each section, and review 

administrative code and statute language related to applicant removals and the hiring process. They 

submit their application by clicking submit in the top right corner of the page. 

• Required? Yes, applicants must submit their application to finalize it. As stated in the instructions at the 

top of the page, applicants will not be able to change their application after they submit. 

• Connection to TAM: The application will appear as submitted on the job opening dashboard. 

Review Before Submitting 

• As stated in the instructions at the top of the page, applicants will not be able to change their 

application after they submit. 
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Review Specific Sections 

• Applicants can click the carrot symbol of each section to review the information in that section ▶ 

 

Review Terms and Conditions 

• Applicants can review the Terms and Conditions before submitting 
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Submit an Application 

• Applicant will click the Submit button on the top of the Review and Submit page 

  

• After clicking Submit, the page states “Application Confirmation – You have successfully submitted your 

job application” 
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Other Applicant Actions 

Review Your Applications 
• On the Candidate Gateway landing page, click My Job Applications  

• Applicants can see any job application they have created and any materials they have previously 

uploaded 
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• Here is another example of the My Job Applications page 

 

Save Your Application (Save as Draft) 
• Applicants can click Save as Draft at any point in the process (top right corner of each page).  

 

• They are then notified that their application has been saved but not submitted. 
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Continue a Saved Application 
• The “My Job Applications” menu option on the home page shows applicants all applications they have at 

least started.  

• When applicants click on the > icon button on the far right of each row, they can open their application 

and either review it or resume where they left off. The open application appears when they hover over 

the button. 

 

• Applicants can only apply to a job opening once. If an applicant tries to apply for a job opening where 

they have started an application, this message will display:  

 

After the Deadline? 

• Applicants cannot finish unsubmitted applications after the close date. If applicants try to continue an 

application after the close date, they are told the job is no longer available and they cannot continue. 
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Withdraw Your Application 
1. Applicants can withdraw an application provided they have NOT failed an Online Screening.  If an 

applicant fails an Online Screening, only the recruiter can withdraw the application. 

2. To withdraw an application, navigate to the My Job Applications page and click Withdraw for the 

corresponding job application. 

 

3. An “Are you sure?” message will appear  

 

4. The job application will appear as withdrawn and include the date withdrawn 

 

 

 


