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\VDOT |Recruitment

Welcome to RMS

RMS makes it easy for you to apply for a job with the Virginia
Department of Transportation (WVDOT). After you enter your
job application onling, you can simply apply for VDOT jobs
with a click of the mouse.

Contents

This quick reference covers the following topics:
Creating your application.
Viewing and editing your application.
Searching for a position.
Applying for 2 job.
Checking vour application status.
Additional resources,

Getting Started

You will nead to have access to the Internet and have a web
browser like Internet Explorer loaded on your computer. You
may also want to provide a valid e-mail account. See
“Additional Resources” for a list of free e-mail providers.

IMPORTANT: Before you begin, gather all the information
you nesed to fill out a State application. You will nesd your
detailed work and education history in addition to references.
You may also want to attach an electronic copy of your re-
sums and an electronic copy of a cover letter in either
Microsoft Weord or PDF format.

Step Action
1. Open your web browser,
2. In the browser's addrass field, type:
https:/ [ijobs.agencies.virginia.gov
3. Press Enter. )
Result: The system displays the RMS Home Page

Wislcome bo the career «lte for
the © 1tk of Virginial

a Towserth postosy, deck e Buarth Postings ink ot ok
* Toapplp e b, chek o D pplication ik o . fen bl e d recios

R waming User

- O e, o ST YR LTSRN S e

#* Thin sabdes you i
- Echi sear merving gy calon.
& Spph oy i witout re-enierng pour seplicatan nkrmalan,
© R i wish o o oms. you huss sgp e o




RMS - QUICK REFERENCE GUIDE
(Non-Brochure Style) v1.0

Creating Your Application

Before you can apply for a job, you must create an online ap-
plication. If this is the first time you are using the system, you
will also create 2 User Nams and Password.

IMPORTANT: You will use this User Name and Password
evary fime you use the system so maks sure you write it

diovwr,
Step Action
1. From the home page click on Create Application.
HOME
SEARCH POSTINGS
CREATE APPLICATION -affsies—
LOGIN
2. Entzr a User Name and Password.
select User Mama:
* 22 bebwean 6 and Z0 letters o |Nur'p'5mith
rianbess,
Passwords
" Lise bebaeen & and 20 letters or |'" ittt
niambess,
" Re-enter Password! |"" ettt
I CORMTIMUE TO PALE 1 OF APFLICOTION =2 I
3. Click on Continue to Page 1 of Application>>.
4, Enter a security question and answer.
" mﬁ:;tztri;ﬁ;hgm(;ﬁ WREEIS - yhat 1 my Firet dog's name?
* Flcusl_: enter the ansser ta vour Lazsie
queskion:
5. Click on Save and Continue to Mext Page of
Application>=>.
Result: The systemn displays the first page of the State
application.
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Creating Your Application (Continued)

Step Action

&. Read and follow the instructions on the screen to complete your
online State application. Usa the RMS navigation buttons to
navigate. Do not use the Back and Forward buttons on the web
browser because you may lose data.

Add additional Information
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Viewing and Editing Your Application

You should carefully review and edit your application before
you apply for 2 specific position. Go to the RMS Homes Page to
select the Preview and Edit application features, You ars also
given an opportunity to view or edit your application after you
create your application the first time.

Step Action
1. From the home page, click on Preview Application.

HOME
SEARCH POSTIMGE

APPLICATIONM STATUS
ECIT APPLICATION
PREVIEW AFPLICATION _
CHANGE PASSWORD
LOGOUT

2. From the home page click on Edit Application.

HOME

SEARCH POSTIMGS
APPLICATIONM STATUS
EDIT APPLICATION  ie—
PREYIEW APPLICATION
CHANGE PASSWORD
LOGOUT
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Searching for a position

You can search for a position before or after you create an
onling application. RMS enzables you to search for a position by
title, type, location, and by the agency.
Step Action
1. From the home page, click on Search Postings.

HOME

SEARCH PDSTIMGS s
APPLICATIOM STATUS
EDIT APPLICATIOM
PREYIEW APPLICATION
CHANGE PASSWORD
LOGOUT

P To search for all positions currently available at VDOT, click on
the arrow next to Agency, and select Dept. of Transportation.
You can also narrow the search for positions at VDOT by loca-
tion or job type.

Dept of Transportakion (501)
Diapt of Waterans Services (912)
Dillwer Correctional Cenker (7707 ot

Ay v

Agency

3. Click on the button at the bottom of the screen.

4, From the Search Results screen, click on the View hyperlink for
a detailed job description.

Highway Maintenance ]
Worker H0L7 Transportation

B vicw Operabor

Result: RMS displays the Job Detzils screen. You apply for a job
from this screen.
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Applying for a Job

To apply for a job you must maks sure that vour online appli-
cation is up-to-date and ready to submit. Remember that you
can always edit your application before applying for an open
position. You may also want to attach electronic documents to
your application if it is an option for the job posting.

Step Action

1. When you view the details of 3 job posting, the system dis-
plays the Job Details screen. To apply for a job click on the
apply for this Posting button.

| APPLY FOR THIS POSTING |
Result: RMS displays the Attach a Document scraen. You
may want to attach your resume and cover letter, The docu-
ments must be in PDF or Microsoft Word format.

2.

Click on the Attach hyperlink and select the file that you
would like to uplead or paste the document in the text box
provided.
5 Attach Document
ﬁ- Akkach Resume
Aktach Cover Letter

3. Click on Finished Attaching Documents and then click on
yes to confirm that you want to attach the document.
Result: RMS gives you a confirmation number,

4, If you are connected to a printer, print the confirmation num-
ber so that you can track the progress of vour application and
click on OK. If vou are not connected to 2 printer, writa down
the confirmation number and then click on DK.
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Checking Your Application Status

You can check on the status of your applications. You will see
thres possible status notes:

In Progress—The position is still open and you may or may
not be selected for an interview.

Mot Hired—You are not hired for this position.
Position Filled—Another candidate has been hired.

Step

Action

From the home page, click on Application Status.

HOME

SEAECH POSTINGS
APPLITATION STATUY '* J—
EDIT APPLICATION
PREYIEW APPLICATION
CHAMGE PASSYWAORD
LOGEOUT

Result: RMS displays the Application Status display screen.
Apolication Status

1 Fecord
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(=013 amu
IMPORTANT: You can withdraw from the application process
by clicking on Withdraw Application hyperlink, Note that you

will not be able to re-apply for the position after you
withdraw.

Additional Resources

Recruit Management System, sse;
hittps://jobs.agendes.virginia.gov

Your loczl YDOT Human Resources office, see:
Computer access, try your loczl library or VEC office.

Email will be used as 2 communication channel, So, if you nead an

email account, you can sign up for free email at one of the following
sources from home:

hito:i/vww.hotmail.com or bttp://www.vahoo.com
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