
Employment FAQs 

 
1. Where do I begin?  To begin the application process, please select a user name and password 

that you will easily remember. You should write down your user name and password. You will 
need it to apply for other positions or to check the status of your application the next time you visit 
the site. 

2. What information will I be asked to provide?  You will be asked to provide personal 
information such as name, address, phone number, etc. You will also be asked to provide 
information about your education, employment history and references. Any required information 
is denoted with an asterisk (*). Please gather this information before beginning the application 
process. 

3. Do I have to fill out an application?  It is required that you complete an application as it is the 
only acceptable method of expressing interest in working at Prairie View A&M University. 

4. What if I want to submit a resume?  You will be able to submit a resume each time you apply 
for a position. Directions are provided on how to attach your resume. 

5. Can I update my information if I have already created an application?  Yes. You would have 
to login in to the system using the user name and password that you previously created. Once 
into the system, on the left hand toolbar, click on “manage application“. This will allow you to go in 
and edit/update your information. 

6. How do I save my application?  You must click “Save and Continue To Next” or “Save and Stay 
On This Page” to save the information you have entered. If you close your browser prior to doing 
this your application and account will be saved but you will lose the information on the last page 
that was not saved. 

7. What if I am not ready to complete the application at this time?  If you don’t wish to complete 
the application at this time, please click “cancel” at the bottom of the page on the application 
form. 

8. Can I copy selected information from another electronic document?  Yes. You can copy and 
paste information from a Word or WordPerfect document directly into the appropriate fields in the 
application form. 

9. My document was created on a Mac, what do I need to do?  If you need assistance with 
converting files from Mac to PC, please visit the following site, which was created by the National 
Teacher Training Institute: Mac to PC 

10. If I am a full-time student at Prairie View A&M University, can I apply for a vacant position 
at the University?  Anyone enrolled in more than 6 hours for the semester may not be employed 
in a position with a non-student title code. 

11. Can I apply directly with the hiring department?  No. All applications must be processed 
through our online system and then qualified candidates will be forwarded to the hiring 
departments. 

 

http://www.thirteen.org/edonline/ntti/resources/workshops/digital_file/pdfs/moving_files.pdf

