1

Getting Registered
Registering for an EDJOIN account is free for Jobseekers. You do not need an account to search for jobs
however you will need one in order to apply.

Step 1:

Visit www.edjoin.org and click Login/Register at the top of the screen.

Step 2:

Complete the registration template shown below.

Please Note: Avoid using an email address as your username and be sure not to use any special characters or
spaces in your username or password.
If the system indicates:
“There is already an account
using this username”
You need to choose a more
unique username.

If the system indicates:
“There is already an account
using this email address.”
You or someone else already
has an account associated with
the email address you are
attempting to use.

Did You Create An
Account In The Past?
If you encounter either of the
above username or email
address messages, you may
want to try our “Forgot
Username and/or Password”
tool located on the login
screen to see if you already
have an EDJOIN account.
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My EDJOIN
The MY EDJOIN tab can be easily accessed from any page in EDJOIN.
It allows you to access the following areas in the EDJOIN system.
-Edit your personal EDJOIN profile
-Change your password
-Print a copy of your profile
-Add attachments to your document library
-View applications
-View saved searches
-View your job wish list
-Get help by way of FAQ’s or contacting the help desk

EDJOIN Profile
With the exception of the attachments you have added to your library,
your personal EDJOIN profile consists of the following areas that
automatically copy over to new applications you start in EDJOIN.
My Info = Personal/Contact Information
My Employment = Present and Past Employment History
My References = Three Professional References
My Education = Past Education Completed
My Credentials = Teaching Credentials, Tests, Certificates or Programs
My Attachments = Resume, Letter of Introduction, Credentials, Etc.
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EDJOIN Profile –
The My Info page of your EDJOIN profile stores all of your contact information as well as any languages you
speak, the Gender, Race and Ethnicity information if you choose to add it.

Did you add your SSN?
Adding your Social Security Number to your
EDJOIN profile will allow the district to obtain
your credential records from the CTC.

Expand the “About You” section to input Languages, Ethnicity and Race Information if you wish to do so.
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EDJOIN Profile –
The Employment page of your EDJOIN profile stores three of your most current employers. Additional
employment history can be added to your resume if needed.
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EDJOIN Profile –
Add up to three professional references to your EDJOIN profile. Additional references can be attached in your
document library or to an application if necessary.
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EDJOIN Profile –
The Education page allows for the name of your high school and highest grade completed as well as up to 4 of
your most current college, school or universities attended.
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EDJOIN Profile –
The Credentials page allows you to select which credentials you possess. The list of credentials comes directly
from CTC (California Teacher Credentialing). You can also select your NCLB subject areas, list any credentials
you have applied for and list tests, certificates and extracurricular activities.
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EDJOIN Profile –
The Attachments page, which is also referred to as your document library, has a folder size of 12 MB. This
allows you to upload all of your necessary documents to include in your applications later on.
Please Note: The attachments page is the final page of your EDJOIN profile. Once you have completed the
profile, you still need to use the job search functions to search and then apply for positions.
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Viewing A Job Posting
Once you have completed a search and found a position, simply click the title of the Job to view the posting.

The job posting will display like the example below.

When Viewing The
Posting:
Record any important
information you may need later
such as:
-Name of Hiring Agency
-Length of Work Year
-Application Deadline
-Salary “If Available”
-Requirements for Applying
-Required Documents
-Etc.

Job Posting Tips:
-Click the name to the right of
“Contact:” to view the contact
information such as an email
address and/or phone number.
-Some postings will have a job
description that was saved as
.PDF. Make sure you have an up
to date version of Adobe
Reader.
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Printing A Job Posting
It is important to print the job posting and record any important information from the posting as mentioned
on the last page. Once a position closes, the posting is removed from the EDJOIN site and is not accessible. To
print a job posting, simply click the “Print” icon at the top right of the posting page.

A printer dialog box similar to the one in the image below will display. Select the appropriate printer and click
the print button at the bottom of the dialog box.

19

Applying For Jobs
Once you have created/updated your EDJOIN profile, applying for a position can take as little as one to two
minutes. Maintaining an up to date profile is important as some districts or agencies using EDJOIN recruit
applicants through the applicant bank search tool.

To apply for a position, simply search for a position using the keyword search, advanced search or region
search. Click on the title of the posting shown in the image below.

The posting will open. Click the red “Click Here To Apply” button located to the right of the job posting.

Please Note: Some agencies do not accept EDJOIN applications. For these positions you will see either a red
“Click Here To Apply Offsite” button or you will find instructions in the posting on how to apply.
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Applying For Jobs Continued
If you have not logged in at this point, you will be prompted to do so.

After logging into your account, you will be directed to personal page of the application.
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Applying For Jobs Continued
The application will populate with most of the information from your EDJOIN profile with the exception of
your social security number and attachments. Complete each page of the application. Click the Save or Next
button to the right of the application to save your progress of proceed to the next page.

Attachments will need to be added to each application from your library or by uploading new documents. Be
sure to upload your attachments with the appropriate attachment type that is requested shown in the image
below. The attachment type will be in red to the left of the document that is being requested.
Please Note: If attachments have been enforced, you will not be able to proceed in the application process
until you upload the required attachments with the required attachment type.
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Applying For Jobs Continued
Some applications may contain required questions that need to be answered before you can submit the
application. All questions with a red asterisk must have an entry. Even if a question containing the red
asterisk does not apply to you, there still needs to be an entry of NA in the field.
In the example below, the question “Have you ever been asked to resign from a position” is being asked. The
applicant answered no however, the following question states “If you answered YES to the previous question,
please explain.” Even though the applicant answered No, they still need an entry of NA in this field as it
contains a red asterisk indicating it is required.
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Applying For Jobs Continued
The signature page is the final page of the application. It contains questions in regards to past convictions and
dismissals, information regarding accommodations and a place to type your name to “Sign” the application.

If you answer Yes to either the convictions or dismissals questions, a text box will appear and you can provide
further information.
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Applying For Jobs Continued
After completing the convictions and dismissals questions, scroll to the bottom of the page and read the
“Authorize and Certification” Message. Type your name in the box to the right of “Signature” to sign the
application.

The last section of the Signature page allows you to copy the information from your application to your
EDJOIN profile for future use. If you have made any changes to the application that you would like included in
your profile, simply check the box prior to clicking save or Next. The information will be saved to your profile
and available on future applications.
27

Applying For Jobs Continued
The final page of the application process is the Warning page. This page simply notifies the jobseeker that all
required materials must be included to be considered for the position. Users can click the “Return to
Attachments” button to go back and attach anything that was left off or they can click “Submit Application” to
submit the application.
Please Note: Once the application is submitted, it cannot be edited. Do not submit the application if you are
planning on making changes.

Once the application has been submitted successfully, you will receive a message on the screen similar to the
one below. A similar email will also be sent to the email address that was included in the application.
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Checking The Status Of An Application
Checking the status of your application is an important step in the EDJOIN application process. The status lets
you know if the application has been submitted, if it has been viewed by the district or if it has been
withdrawn or archived. To check the status of an application, log into your EDJOIN account and click the “My
EDJOIN” tab at the top of the screen. Next click Applications. A list containing all of your applications will
appear. The status of the application will display directly to the right of the posting title.

Status Definitions:
Submitted - means your application was successfully submitted to the school district
Withdrawn - means you withdrew your application
Not Submitted - means you started applying for this posting and have not completed all the steps. Click on Edit and
complete the application process again. If it still does not successfully transmit, scroll back up the page and make sure
ALL required fields are filled in. NOTE: If posting has closed, the Edit option is not available. If the deadline has passed
and the status reads not submitted, you are no longer able to apply through EDJOIN as the posting has closed. In this
case you would need to contact the district to see if there are any other options for applying.
District viewed - means the district has looked at your application. For more information about the status of your
application, please contact the district directly.
Posting Archived - means that the final determination for the posting has been made.
Please Note: There are a variety of ways that the district can access the application. The method the district uses to
view the application will determine if the system/applicant is notified that the District has viewed the application.
EDJOIN does not manage any applications or screen applicants. Any further information as to the status of your
application must be obtained by contacting the district.
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Viewing Emails Sent By A District/Organization
When an email is sent by an organization you have applied to, you receive a copy at the email address you
supplied in your application and a copy is sent to your EDJOIN profile. Sometimes emails get caught in Spam or
Junk Mail however, you can always rely on emails to show up in your EDJOIN account for review.
To view a message sent by an organization you applied to, simply log into your EDJOIN account and click the
My EDJOIN Tab at the top of the screen. Next, click “Applications”. A list containing all of your applications will
appear. If a message has been sent about a specific position, a red envelope will appear to the far right like in
the image below. Click the envelope.

Next, click the title of the email shown in blue to preview the message.
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Viewing Emails Continued
The email message will display and will contain the date the email was sent, the message and the contact
person for the posting. If you have any questions in regards to the email or the posting, please contact the
person listed in the email.
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