Co-op + Career portal
APPLYING THROUGH THE POSTING SYSTEM
Once you click APPLY on a job posting, you will be guided through the steps of submitting an
application package.
First, choose whether you will apply with an application package that you have already
previously created, or whether you want to create a new customized application package.

NOTE: the “application requirements” section on
this page will always just say “Résumé.” It is
important to check the “Application Material
Required” section on the job posting for actual
requirements!

OPTION 1.
Selecting “apply with an existing application package” will show a list of all the application
packages you have created in the portal (if you have created any)

OPTION 2.
To create a new custom application package, create a name for the package and select
separate documents for each of the application materials requested. If you need to upload a
new document, click the link underneath.

Name your document so you will be able to identify it later, select the type of document, then
upload the document from your files.
Once you have uploaded and selected documents for each required type, click “Submit
Application.”

You can check back on the status of any jobs you have applied to by going to the
Applications page, which can be found under the Co-op grouping in the navigation menu.
This is also where you can view/access job description for any posting you applied or clicked
“I intend to apply” (which can be helpful when preparing for an interview!)

If you want to change or withdraw your application prior to the application deadline*, you
can do so by viewing your applications and clicking “Cancel Application.”

*Once a job posting has closed, you will not be able to cancel your application. Similarly, you
cannot withdraw an application that is sent directly to an employer’s email or website. If you
would like to be withdrawn from a job competition for any reason, please contact your co-op
coordinator.

