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APPLICATION INSTRUCTION 

1. Click on Employment Icon on EID website home page. 

 

 

 

 

 

 

 

 

2. Click on Employment Opportunities 
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3. You will see a listing of job openings at the District.  Click on the job posting you are interested in 

for additional information and how to apply information. 

 

 

 

4. Once you have decided you would like to apply for a particular position, you can click on the 

“HERE” hyperlink within the job posting, which will take you to the KRONOS online Employment 

Page. 
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5. You are now on the KRONOS Career Search Page.  Click on the job posting that you are interested 

in applying for.  (You may need to click on SEARCH to refresh listing). 

 

6. The job posting will open on KRONOS, and then you will need to click on “Apply For This Job” icon. 

 

7. If this is the first time you are applying using our online job application, you will need to create an 

account and select a Username (e-mail address) and password.  After your account has been 

established, you can build an application.  This application can be saved and used to apply for more 

than one job opening. 
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8. Once you have logged in with your username and password, it is important that your application 

show all the relevant education and experience you possess.  Applications may be rejected if 

incomplete. If you wish to upload any other supporting documentation, including your resume, you 

may do so online. Beginning with the “Welcome” tab, follow the instructions on each tab until you 

have completed your application.  You will need to click on “Save & Continue” on the bottom of 

each tab in order to save the data on that tab and move to the next. 

 

9. If you see * next to a field, that means it is a required field.  The more information you can provide 

to us regarding your possible qualifications for a position, the better. Make sure to click on “Save & 

Continue” on the bottom of each tab to progress through the application. 
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10. To upload your resume, cover letter, and any other documentation, on the “Recruitment 

Information” tab click on “Browse,” find your document on your system and double click on the 

file.  Your file will appear on this page.  When you have completed the remainder of the field on 

this tab, click on “Save & Continue” on bottom of page.  For security purposes, you will not be able 

to upload any documents using the District kiosk in the lobby.  Please contact Human Resources at 

642-4020 for additional assistance. 

 

 

 

11. On the “Office Skills” tab, click on the Add Skills button to add your Microsoft Office application 

skills to your application.   
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12. The following window will open.  Check the boxes next to the Microsoft Office applications that you 

are familiar with and then click on select at the bottom of this window. 
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13. This will bring you back to the “Office Skills” tab, where you will assign your level of expertise to 

each of the Microsoft Office applications you previously selected.  You may also add any other skills 

in the text box that you believe are relevant to the job posting.  Make sure to click on “Save & 

Continue” at bottom of each tab to continue.   

 

14.  On the “Work Experience” tab, fill in all pertinent information.  When you get to the Employment 

History section, choose the # of previous Employer information you would like to submit (up to five), 

and the form will refresh to give you additional data entry points.  Make sure you periodically save 

your data, especially if you are going to step away from your computer, or the website will 

automatically log you out for privacy reasons.  Once you have completed inputting all of your 

information, click on “Save & Continue.” 
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15. On the “Education” tab, please select the number of schools that you would like to enter data for, 

and the form will update to give you additional data entry points, if applicable.  Once you have 

completed entering your information, click on “Save & Continue.” 
 

 
 

16. This is the “EEO Information” tab. This information is not required.  If you choose to enter the 

data, once completed, click on “Save & Continue.” 
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17. On the “Additional Information” tab, answer all of the questions and click on “Save & Continue.” 

 

 

 

18. On the “Certification” tab, you will need to review all of the information you previously entered 

into your application.  When you have reviewed all of the information and you are ready to sign, 

click on “Electronic Signature.” 

 

 

 



10 
 

19. The following window will pop up, with your full name as it appears on your application.  You will 

need to type in the password you set up earlier for your KRONOS login.  The date will already be 

populated.  Click on “Okay.”   

 
 

20. This will take you back to the “Certification” tab.  Click on “Save & Continue.” 
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21. You are now on the “Apply for Job” tab.  The job posting that you are applying for will be 

displayed on this tab.  Click on “Apply For This Job” either at the top or the bottom of this tab. 

 

 
 

22. A new pop up box will appear.  You can add a cover letter or any additional comments here.  When 

complete, click on “Apply For This Job.” 

 

 

  



12 
 

 

23. You will return to the “Certification” tab, and you will see a new message at the top advising you 

that “Your job application for … (job title) … was submitted for review.  You can apply for more 

jobs by click on ‘Find JobsSearch For Jobs’ menu.  You will receive a confirmation e-mail, so 

check your email inbox.  All future correspondence from the District regarding your application 

will be via e-mail.  You may contact Human Resources at 642-4020 for additional assistance. 

 

 

Your application is now saved on the District’s 

web-based application site.   

Please check back on our website for future 

openings or sign up for e-notifications at 

www.eid.org. 

 

Thank you for your interest in the District! 

 

 

 

 

 

http://www.eid.org/

