How to Apply for a Classified Position by Getting on the Register
How do I begin the process?
1. Job announcements for classified positions can be found by going to the Idaho Division of Human Resources (DHR) homepage, www.dhr.

 HYPERLINK "http://www.dhr.idaho.gov" idaho.gov.
2. Select a position from the list of current openings.  Thoroughly read the job announcement for job location, application instructions, typical duties, minimum qualifications, eligibility and specific requirements.  Click Preview Exam to view exam prior to taking it (you cannot complete the test from this screen – it is a view mode only).

3. If you decide the job is a good fit for your experience and/or education, click on any Apply Online button.

4. The Apply Online screen will ask you to either Sign Up or Sign In depending on whether you are a First Time User or a Return Applicant.

Sign up - First Time Users

If this is the first time you have applied online with the State of Idaho, click Sign Up. 
Enter your social security number, last name, and e-mail address (optional).  The system will assign you a User lD and ask you to submit a personal Password.  Write them down!  You will need these to access your online application in the future.

The User ID will consist of the last four digits of your SSN followed by your last name (up to10 letters).  Example: 1234smith.

Your Password must be at least 7 characters in length.  Please be sure to make note of your Password.

Finally, you will enter a secret question and answer.  This can be used if you forget your Password.  Pick a simple question and a one-word answer you will remember.

Sign in - Return Applicants

If you have applied on-line in the past, click Sign In to access your account. Enter your User ID and Password.  If you can't remember your password, click I Forgot My Password and you will be presented with your secret question.  If you successfully answer your secret question with your one-word answer, the system will allow you to create a new password.  If you still can't access your account, call our office at 1-800-554-5627 or e-mail idhr@dhr.idaho.gov.  DO NOT CREATE A NEW ACCOUNT.

Completing the Application Checklist

An Application Checklist is provided on the left margin to show which sections of the job application you have completed.  When a section of the job application is complete, a black check mark appears next to that section number on the Application Checklist.
Each time you apply for a position, you must complete the General Information and the Qualifications and Exams sections.  When completing each section, be sure to use the Continue, Add, or Update buttons at the bottom of the screens to save your information.  An asterisk (*) denotes required information.  You must fill out all fields marked with asterisks.  If at any time, a ‘Red Lettered’ message appears, you have left out required information.  Once that information is entered, the message will disappear.

NOTE: When completing the entry screens, DO NOT USE THE BACK BUTTON on your browser. This could cause information to be lost. Use the Application Checklist to navigate through the job application.  When prompted, use the Continue, Add, or Update buttons to save your information before returning to a previous screen or proceeding to another step.

