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Frequently Asked Questions 
 
Q) How do I begin? 
 
A) To begin the application process, select a user name and password that you 
will easily remember. You should write down your user name and password. 
You will need them to apply to other job announcements or to check the status of 
your application the next time you visit the site. User names and passwords are 
case sensitive. 
 
Q) What if I forgot my user name or password? 
 
A) If you forget your user name, call (205) 279-3400. Choose Option 3 from the 
main menu, then Option 1. The system will provide your user name to you. If you 
have forgotten your password, answer the secret question you set up when you 
completed your application. This will reset your password to your user name. 
After you have entered the system, you will be prompted to set up a new 
password. Remember: User names and passwords are case sensitive. If all else 
fails, you may call the Personnel Board Help Desk at (205) 279-3444 during 
normal business hours. 
 
Q) What information will I be asked to provide? 
 
A) You will be asked to provide personal information such as name, mailing 
address, telephone number, email address and social security number. You will 
also be asked to provide your employment history, including dates, and 
information about schools you attended. You should gather the information 
before you begin the application. 
 
Q) Can I exit the application before finishing without losing information I 
have already provided?  
 
A) Yes. As long as you click the save changes button at the bottom of a page the 
information you have provided in any fields on that page will be saved and 
available to you the next time you log in. 
 
Q) What if I have already created an application?  
 
A) Never attempt to set up a second application! If you have already created an 
application and wish to update any of the information contained in it (you cannot 
change your SSN), log in using your user name and password and make your 
changes. Be sure to click the Save Changes button at the bottom of the page. To 
update your contact information, you can click on the Account Settings link on the 
left navigation bar. If you want to apply for another job, log in and click the 
Search Jobs button. Select the job in which you are interested and follow the 
directions.  
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Q) Do I have to fill out an application? 
 
A) Yes. Everyone who applies for a position is required to create an application 
which includes certain information. Required information is denoted with an 
asterisk (*). However, the more information you provide, the easier it will be to 
evaluate your skills, abilities, and qualifications.  
 
Q) What if I want to submit a resume? 
 
A) You will be able to submit a resume if one is required for a particular job to 
which you are applying. There will be directions prompting you when and how to 
attach your resume. Please note that attaching a resume does not substitute for 
completing the application form. If a resume is not requested in the job posting, 
you may provide your resume to a hiring department at the time of interview. If 
you cannot attach your resume or other supporting documents electronically, you 
may fax them to the Personnel Board at (205) 279-3408.  
 
Q) How do I change my address or other contact information if I move? 
 
A) Log in and click the Account Settings link on the left navigation bar. Update 
your information and click the update button.  
 
Q) Can I copy selected information from another electronic document? 
 
A) Yes. For example, you can copy and paste the information from a Word or 
WordPerfect document directly into the appropriate fields in the application form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        


