
 

 1 HR – 04/2019 
 

STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

Job Opportunities 

Thank you for your interest in a career with Texas A&M University-San Antonio.  On our campus, we embrace a culture of excellence that values 

equity and inclusion. 

 

Please read the following instructions to ensure successful submittal of your application.  Applications are only accepted through the online 

job portal.  Persons requiring accommodations, please contact Texas A&M-San Antonio Human Resources at (210) 784-2058.  

EXTERNAL APPLICANTS 

If you are currently NOT an employee of The Texas A&M University System, please click on the View Jobs link below to view all employment 

opportunities.  

*IMPORTANT – During the initial part of the application process, you will have the option to ‘Quick Apply’ by uploading your resume or 

curriculum vita. This will auto populate various areas of the job application. If you prefer to not use ‘Quick Apply’, you will have another 

opportunity to upload all required documents in the ‘My Experience’ section of the application. You may upload required documents as a combined 

PDF or individually by clicking up to 5 times, for each individual document (i.e. cover letter, unofficial transcripts, reference information, 

etc.). Please scroll to the bottom of the page to view the option under Resume/CV, use this area to upload all required documents. 

Step by step instructions below 

View Jobs 

INTERNAL APPLICANTS 

If you currently ARE an employee (e.g. faculty, staff or student worker) of The Texas A&M University System including its campuses and 

agencies, please click on the link below.  

Internal Applicant Instructions  

Contact Us 

https://tamus.wd1.myworkdayjobs.com/TAMUSA_External
http://www.tamusa.edu/humanresources/job-opportunities/internal-applicants.html
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

PHYSICAL LOCATION PHONE/FAX EMAIL ADDRESS 

Modular Building #107(Located behind Central Academic Building) 
One University Way 
San Antonio, Texas 78224 

Phone: (210) 784-2058 
Fax: (210) 784-2056 

hr@tamusa.edu  

Texas A&M University-San Antonio is an Equal Opportunity/Affirmative Action/Veterans/Disability Employer committed to  

diversity. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

External Applicant Instructions 

 

 

 

Click on ‘Sign In’, on the top right of the TAMUSA job 

opportunities webpage. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

New users: Select the ‘Create Account’ option. 

Existing users: Enter login credentials to access your 

applicant profile or ‘Forgot Password’ to retrieve password. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

Select to view all employment 

opportunities. 

Previously submitted applications statuses will be 

listed under ‘My Applications’. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

 

 

Once a position of interest is located, click on the title to 

review the position description. Select ‘Apply’ or ‘Apply 

with LinkedIn’ to initiate the application process. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

 

 

New users: ‘Quick Apply’ option lets you upload your 

resume or curriculum vita to auto populate some areas of 

the employment application. Click to continue 

the application process. 

Returning users: You will be prompted to use 

information from previous application OR upload a 

new resume of CV. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

My Information: 

If the ‘Quick Apply’ feature was used at the beginning of the application process, 

please ensure the information was auto-populated properly.  

If the ‘Quick Apply’ feature was NOT used, please complete all *required fields. 

Click Next to continue application process. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

My Experience 

Faculty: Drop files or upload required documents in the Resume/CV area as requested in the posting. i.e.: CV, references, letter of interest, transcripts 

Staff: Review ‘Work Experience’ if auto-populated from ‘Quick Apply’; otherwise, enter *required information.  Click on ‘Add’ or ‘Remove’ to edit 

experience, education, or skills fields. 

Faculty 

Staff *IMPORTANT: This is the ONLY area you can upload required 

documents. Applications without required documents, as requested on 

the posting, will be considered incomplete. 

*IMPORTANT: 

Do not proceed to 

the Next step until 

ALL required 

documents are 

uploaded in this 

page. You may 

upload up to 5 files. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Application questions and Additional Application Questions must be answered if marked with an 

*asterisk. Click Next after each set of questions to continue with the application process. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

Voluntary Disclosures: 

You are not required to respond to the Voluntary 

Demographics questions; however, your response is 

important to meet federal and state reporting 

requirements. 

Terms and Conditions: 

Review the terms and conditions of the employment 

application and acknowledge by checking the certification 

statement. 

Click Next 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

 

 

 

Self Identify: 

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to 

qualified people with disabilities.[1] To help us measure how well we are doing, we are asking you to tell us if 

you have a disability or if you ever had a disability. Completing this form is voluntary. 

 Click Next to continue with the application. 
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STEP BY STEP WORKDAY APPLICANT INSTRUCTIONS 

 

 

                        *IMPORTANT* 

   REVIEW 

This is the last step prior to submission of the 
employment application. Review the information 
you entered to ensure accuracy of information.  
SCROLL down to the bottom of the page to ensure 
the required documents were successfully 
submitted and listed under Resume/CV .  
 
If the documents were not successfully uploaded 
click on ‘Back’. If application is complete, click 
‘Submit’ 

 
 

*NOTE: Applications cannot be revised after they 
are submitted. Make sure your application is 
complete. 

 


