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Section I: Creating ERA Account 

Step 1:  

Click on ȅƻǳǊ ŎƻǳƴǘǊȅΩǎ ǎŜŜƪŜǊ ¦w[ and then go to the next page of this job-aid. 

Step 2:  
Option A: Click ά[ƻƎƛƴέ from the Open Vacancies page.   
Option B:  
1. Click on the hyperlinked job title for any job. 
2. /ƭƛŎƪ ά!ǇǇƭȅ ǘƻ ǘƘƛǎ ±ŀŎŀƴŎȅέ ƻǊ ά9Ƴŀƛƭ ǘƻ ŀ CǊƛŜƴŘΦέ   
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Step 3:  

Clicƪ ά/ǊŜŀǘŜ ŀƴ !ŎŎƻǳƴǘέ from the Login pop-up window.   
 
 
 
 
 
 
 

 

  



 

                                                          

 ERA ς Applicant User Guide    4 
 

Step 4:  
1. Fill out Personal and Contact Information including First Name, Last Name, US Citizen status, 

Address, City/Town, Country, State/Province/Territory, Zip/Postal/Pin Code, Telephone type, 
Telephone Number, and Email.  
o Use the "Next" and "Previous" buttons located at the bottom of each page to navigate.  
o Do NOT use the browser navigation buttons or refresh button, or you may lose important information. 
o All items marked with a red asterisk (* ) are mandatory and require a response.   
o Note that each ERA account must have a unique email address. The system will not allow multiple applicant 

accounts to share an email address. 
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2. Enter and confirm password then select and answer three security questions.  
o Your password must have at least 12 characters and must include at least one letter (upper and lower 

case), one digit, one special character and no spaces.  
o Each security question selection must be unique. 
o Each security question answer must be unique.  
o Question answers must not begin and/or end with spaces. 
o Question answers are case sensitive.  
o Security answer answers must contain between 5 and 25 characters. 

3. /ƭƛŎƪ άbŜȄǘΦέ  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5:  
Receive confirmation that your account was created. 
o Upon account creation you also will receive an email stating that your seeker account was created. 
o Ensure to safeguard account email, password, and security questions/answers as you will be 

responsible for remembering this information in order to login to your ERA account.   
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Section II : Applying for  Jobs 

Step 1:  
1.  Enter the email address associated with your ERA account. 
2.  Enter the password associated with your ERA account.  
3.  Click ǘƘŜ ά[ƻƎƛƴέ button.  
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Step 2:  

1. Enter search terms (e.g., job title) on the Open Vacancies page.  
2. Press the άmagnifying glassέ symbol to begin your search.  

o Optionally, ŎƭƛŎƪ ƻƴ ƻƴŜ ƻŦ ǘƘŜ άCƛƭǘŜǊ wŜǎǳƭǘǎ .ȅέ dropdowns to narrow your search (i.e., Series, Grade, 
Location, Salary, and Agency). Then click on any hyperlinked information within each option. 

3. Click on the hyperlinked Job Title ǘƘŀǘ ȅƻǳΩǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ŀǇǇƭȅƛƴƎ (e.g., Protocol 
Assistant). 

 

 

 

 
 

 

 

 

 

Step 3:  
/ƭƛŎƪ ά!ǇǇƭȅ ǘƻ ǘƘƛǎ ±ŀŎŀƴŎȅέ button after reviewing information on the Vacancy Details Page 
(e.g., Duties, Qualifications and Evaluations).  
o OptionallyΣ ŎƭƛŎƪ ά±ƛŜǿ Eligibility Questions,έ ά±ƛŜǿ 9ŘǳŎŀǘƛƻƴ ŀƴŘ 9ȄǇŜǊƛŜƴŎŜΣέ ά±ƛŜǿ ±ŀŎŀƴŎȅ 
vǳŜǎǘƛƻƴǎέ ǘƻ ǎŜŜ ǿƘat to expect during the application.  
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Step 4:  
1. Respond to the Eligibility questions including Personal Information and Citizenship sections. 

Or review your previous responses if you have already applied for a job using ERA. 
o Your responses to Eligibility questions will be saved by the system and will be retrieved once you 

apply for other vacancies using ERA. 
o All items marked with a red asterisk (* ) are mandatory and require a response. 

2. Click the άbŜȄǘέ button.  
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Step 5:  
1. Respond to Education & Experience questions including Education, Experience, and 

Languages sections. Or review your previous responses if you have already applied for a job 
using ERA. 
o Note that the system will not allow you to save incomplete responses.  
o If you are required to provide a typed response to a mandatory question that is not applicable to 
ȅƻǳǊ ǎƛǘǳŀǘƛƻƴΣ ŜƴǘŜǊ ά5ƻŜǎ ƴƻǘ ŀǇǇƭȅέ ƻǊ άbƻǘ ŀǇǇƭƛŎŀōƭŜΦέ 

o ¦ǘƛƭƛȊŜ ǘƘŜ ά!ŘŘ !ŘŘƛǘƛƻƴŀƭ 9ŘǳŎŀǘƛƻƴκ²ƻǊƪ 9ȄǇŜǊƛŜƴŎŜκ[ŀƴƎǳŀƎŜǎέ ƘȅǇŜǊƭƛƴƪǎ ǘƻ ƛƴŎƭǳŘŜ ŀƭƭ ƻŦ ǘƘŜ 
information. 

o Note that applicants must complete the entire set of the Eligibility Questions in order to press the 
άbŜȄǘέ ƻǊ ά{ŀǾŜ ōǳǘǘƻƴǎέ 
Á /ƭƛŎƪƛƴƎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ŘƻŜǎ ƴƻǘ ǎǳōƳƛǘ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ 

o Note that you may only stay on this page for up to sixty minutes without saving. 

2. /ƭƛŎƪ ǘƘŜ άbŜȄǘέ ōǳǘǘƻƴΦ  
 

 

 

 

 

 

 

 

 

 

 

  

1 

2 



 

                                                          

 ERA ς Applicant User Guide    10 
 

Step 6:  
1. Provide/review information under Series, Grade, and Location sections. 

o {ŜƭŜŎǘ ά¸Ŝǎέ ŦƻǊ ǘƘŜ ƎǊŀŘŜόǎύ ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀǇǇƭȅ ƛƴ ǘƘŜ Grade section. If not a single grade is 
selected, ERA will not allow you to proceed.  

o /ƘŜŎƪ ǘƘŜ ōƻȄ ƴŜȄǘ ǘƻ ǘƘŜ ƭƻŎŀǘƛƻƴ ǿƘŜǊŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀǇǇƭȅΦ  

2. Click άbŜȄǘΦέ  
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Step 7:  
1. Respond to Vacancy Questions by selecting the responses that match your previous 

experiences.   
2. /ƭƛŎƪ άbŜȄǘ.έ  
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Step 8:  
1. Click ά¦ǇƭƻŀŘ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊέ to attach documents to your application.  
2. Select Document Type by using the dropdown.  
3. Enter Document Description. 
4. /ƭƛŎƪ ά.ǊƻǿǎŜέ ŀƴŘ ŦƛƴŘ ǘƘŜ ǊƛƎƘǘ ŦƛƭŜΦ  
5. Click ά¦ǇƭƻŀŘΦέ 

o Repeat 1 through 5 for every requested document, specified in the vacancy announcement. 
o Note that only one file may be uploaded per document type.   
o Uploading multiple documents to the same document type will result in previously uploaded 

versions to be replaced by the most recently uploaded file. 
6. /ƭƛŎƪ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜΦέ 

o LŦ ƻƴŜ ƻǊ ƳƻǊŜ ǊŜǉǳŜǎǘŜŘ ŘƻŎǳƳŜƴǘǎ ǘȅǇŜǎ Řƻ ƴƻǘ ƘŀǾŜ ŀƴ ŀǘǘŀŎƘƳŜƴǘΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ άaƛǎǎƛƴƎ 
5ƻŎǳƳŜƴǘΚέ ǇƻǇ-up window.  
Á /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ ƛŦ ǘƘŜǊŜ ŀǊŜ ƴƻ ŀŘŘƛǘƛƻƴŀƭ ŘƻŎǳƳŜƴǘǎ ǘƻ ǳǇƭƻŀŘ ƻǊ ŎƭƛŎƪ ά/ŀƴŎŜƭέ ƛŦ ȅƻǳΩŘ ƭƛƪŜ ǘƻ 

upload additional documents. 
Á After uploading a document you may use it to apply to other vacancies ōȅ ŎƭƛŎƪƛƴƎ άwŜǳǎŜ ŀ 

Document.έ  
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Step 9:  
1. Review/Edit information on the Application Review and Submit Page.  

o Scroll all the way down the page to review all of the information provided by you. 
o /ƭƛŎƪ ά9Řƛǘέ ŀƴŘ ǳǇŘŀǘŜ any section as necessary (i.e., Personal Information, Series/Grade/Location, 

Eligibility Questions, Vacancy Questions, and/or Documents). 
Á /ƭƛŎƪ ά{ŀǾŜέ after updating Personal Information and Series/Grade/Location Sections and you will 

return to the Application Review and Submit Page. 
Á /ƭƛŎƪ ά{ŀǾŜέ ŀŦǘŜǊ ǳǇŘŀǘƛƴƎ Eligibility Questions and you will return to the Vacancy Questions 

Section (Step 8).  ¢ƘŜƴ ŎƭƛŎƪ άbŜȄǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ŜŀŎƘ section until you return to the 
Application Review and Submit Page.  
Á /ƭƛŎƪ άbŜȄǘέ ŀŦǘŜǊ ǳǇŘŀǘƛƴƎ the Vacancy Questions section and you will return to the Application 

Review and Submit Page. 

2. /ƭƛŎƪ ά{ǳōƳƛǘ !ǇǇƭƛŎŀǘƛƻƴΦέ 
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Step 10:  
1. Check the box signifying that you all of the application information provided by you is 

accurate.  
2. /ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11: 

1. Review Receive confirmation that you have successfully submitted your application.  
o ! ŎƻƴŦƛǊƳŀǘƛƻƴ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ά{ǳōƳƛǘ !ǇǇƭƛŎŀǘƛƻƴέ ƛƴ ǘƘŜ previous 

step. 

2. /ƭƛŎƪ ά±ƛŜǿ ȅƻǳǊ 5ŀǎƘōƻŀǊŘέ ǘƻ ǊŜǾƛŜǿ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ƻǊ άwŜǘǳǊƴ ǘƻ ±ŀŎŀƴŎȅ  
[ƛǎǘƛƴƎέ ǘƻ ŎƻƴǘƛƴǳŜ applying for other vacancies.  
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Section III : Managing ERA Account 

A. Edit ing Application Material before  Vacancy Close Date 

Step 1:  
Option A: /ƭƛŎƪ ά9Řƛǘ !ǇǇƭƛŎŀǘƛƻƴέ ƴŜȄǘ ǘƻ ǘƘŜ !ƴƴƻǳƴŎŜƳŜƴǘ bǳƳōŜǊκtƻǎƛǘƛƻƴ ¢ƛǘƭŜ of interest 
located on the Applications Dashboard.  
Option B:  

1. /ƭƛŎƪ ƻƴ ǘƘŜ ƘȅǇŜǊƭƛƴƪŜŘ !ƴƴƻǳƴŎŜƳŜƴǘ bǳƳōŜǊ ǘƘŀǘ ȅƻǳΩǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ŜŘƛǘƛƴƎΣ 
located under Currently Available Vacancies listing. 

2. /ƭƛŎƪ ά9Řƛǘ ȅƻǳǊ !ǇǇƭƛŎŀǘƛƻƴέ ǳƴŘŜǊ ±ŀŎŀƴŎƛŜǎ 5ŜǘŀƛƭǎΦ  
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Step 2:  
/ƭƛŎƪ ά9Řƛǘέ ƴŜȄǘ ǘƻ the ǎŜŎǘƛƻƴ ǘƘŀǘ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŎƘŀƴƎŜ (i.e., Personal Information, 
Series/Grade/Location, Eligibility Questions, Vacancy Questions, and/or Documents). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


















