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Forgot Username
Note: You have the ability to select ‘forgot your user name?’ on the login screen. Please follow the
instructions and provide the necessary information. Your user name will then be displayed on the page.

(1) Click, ‘Forgot your user name?’

(2) Enter your Email Address
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(3) The following screen will appear – you will need to provide additional information to validate.
Once you have entered the additional fields select, ‘Validate’.

(4) Your user name will now display
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Forgot Password
Note: You have the ability to select ‘forgot your password?’ on the login screen. Please follow the
instructions and provide the necessary information. You will then receive an email with how to reset your
password.
(1) Click, ‘Forgot your password?’

(2) Enter your User Name and Email Address. Select ‘OK’
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(3) This message will be displayed on the screen

(4) An email will be sent with instructions to reset your password. Follow the link provided.

(5) Enter your User Name and Access Code. Click, ‘Login’.
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(6) You will then be asked to again enter your Access Code, create a new password and confirm
your new password. Click, ‘OK’.

(7) You will now be logged into your account.

General Profile Creation
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Note: You may search for jobs without registering or creating a login account. However, a registration and
a login account are required before you can apply to a job or create an applicant profile.

Why create a profile?
•
•
•

Profile data is used as default information when you apply to a job- thereby reducing the amount
of information you need to enter.
Profile data can be used to search more efficiently for jobs
Recruiters may use profile data to search for candidates who match certain criteria for positions.

(1) Before you can create a general profile, a login must be created, and a new account set up. To
do so, you should click ‘Click here to Create a New Account’ on the Sign In page. Once the
necessary steps to create an account have been completed, you will be able to access your
account and set up your profile.
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(2) You will be required to indicate agreement with the Privacy Agreement, presented prior to
proceeding. Click, ‘I Accept’.

(3) To access the Applicant Profile page, select the dropdown link next to your user name, located
towards the top of the page and click ‘Profile’.

Note: A flow chart is displayed at the top of each screen which indicates your progress. At any time during
the Profile data entry, you may ‘Save as Draft’.

(4) Resume Upload- Add a resume using the following three options:

I.
II.
III.

Upload a resume from LinkedIn
Upload a resume from a file
Complete the resume data using manual entry

Note: Any resume uploaded will be used to pre-populate information into the remaining fields of the profile
where applicable. You will be able to upload additional attachments later in the process.
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(5) Personal Information- Complete the remaining mandatory fields within the Personal Information page.
Mandatory fields will be marked with a red asterisk.

You will also be asked to indicate how you heard about the job opportunities available within our
organization.
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(6) Preferences- The Preferences page allows you to identify your personal preferences in three
categories including:
I.
II.
III.

Job Field
Location
Organization

Note: Preferences are used by Taleo to automatically identify jobs that are of interest to you, and
notifications can be turned on so you receive a communication when a posting meets your preferences.
Preferences are constantly updating based on the criteria of the jobs you apply to – be sure to
periodically check preferences to be sure you are receiving emails based on your current interests.

I.

To set a Job Field preference, click the ‘Job Family’ drop-down list, select a value, and click ‘Add
to List’. Once all preferences have been added click ‘Save and Continue’.
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II.

To set a Location preference, select a value for all three drop-down lists, including:
a) State/Providence
b) City
c) Work Location

As a selection is made another drop down will appear to drill down to the work location. Once all
location preferences have been added, click ‘Save and Continue’.

III.

To set an Organization preference, click the ‘Organization’ drop-down list, select a value and
click ‘Add to List’. Once all organization references have been added, click ‘Save and Continue’.
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(7) Basic Profile Information- On the Basic Profile Information page, fill out the additional preferences
and attributes about desired jobs.

Job Posting Notifications may be enabled if desired. To enable notifications, select the “Please select
if...’ checkbox. These notifications are emailed to you notifying you of a position that matches
information in your profile.
Note: Salary and Advance Notice fields do not factor into the auto matching of jobs and sending of email
notifications.

(8) File Attachment- On the File Attachment page, you can attach documents to your profile. Files
could include Cover Letters, Certifications, and References. To add a file, click the ‘Choose File’
button to search for files and then click ‘Click to Attach’. Once finished, click ‘Save and
Continue’.
Note: If a resume was attached in Step 1, it will appear in the search box automatically.
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(9) Review and Submit – On the Summary page, review each section of the profile to ensure the
information is accurate. If any section requires updating, click the ‘Edit’ link in the associated section
header. Once all entries have been reviewed, click ‘Submit’, to complete your Applicant Profile
creation process.

The information entered into the Applicant Profile will pre-populate each time you apply for a position,
streamlining your application process and taking less time to apply. However, the information populated
can be edited on each specific job submission.
Note: You will not be given the option to upload a new resume at the start to pre-populate information
once you’ve initially done so. If you need to update information you will need to do so manually and you
have the ability to manage resumes, cover letters, etc. in the attachments section.
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Job Specific Application
Note: You may search for jobs without registering or creating a login account. However, a registration and
a login account are required before you can apply to a job or create an applicant profile.

Before you can apply for a position, a login must be created, and a new account set up. It is also
recommended that you set up a General Profile as well.

(1) From the external career site click ‘Sign In’.

(2) Either enter your login information and select ‘Existing Applicant Login’ or select ‘New User’ to
create an account.

Once you have logged in you are able to apply to positions.
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(3) To apply for a desired job, click the ‘Apply’ button located to the next of the listing on the Job
Search page.

Note: The application process contains a series of steps. For each posting, there will be a flowchart
displayed at the top of the screen indicating the steps. You may click ‘Save as Draft’ to save your
application at any point prior to submitting.

(4) On the Personal Information page, fill in any necessary information based on the required fields
(marked with a red asterisk). Once all information has been reviewed, click ‘Save and Continue’.
This page includes the Source Tracking, where you must select from the Source Type drop down and
then select how you specifically heard about the job.

Note: If a General Profile exists, then Taleo will default any available information contained in the profile.
This information can always be updated as needed.
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(5) On the General Questions page, please answer the questions asked of all individuals who apply for
positions. Once all questions have been answered, click ‘Save and Continue’.

(6) If any Job Specific Questions are required, those questions will be presented next. Once all
questions have been answered, click ‘Save and Continue’.
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(7) On the Education and Employment History page, fill in any relevant information regarding previous
educational and employment experience. Required fields are marked with a red asterisk. Once all
education and employment entries have been entered, click ‘Save and Continue’.
Note: If you uploaded your resume, or loaded your resume from LinkedIn, the parsing function should
populate the Education and Employment History data. Please review the information that was parsed and
make any necessary corrections.

Note: Most fields including Institution, Program, Employer, and Job function have search lists. However
free-form text entries are also accepted. You are also able to add additional entries.
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(8) On the File Attachment page, add any additional files such as Cover Letter or references. To add a
file, click ‘Choose File’ to search for a file and then select a file. Once a file has been selected click
‘Click to Attach’. When finished, click ‘Save and Continue’ to proceed.

Note: Files may be removed from the application by checking the ‘Relevant Files’ box, then ‘Delete’.

(9) You will be presented with self identification questions. You may select the option of not wishing to
disclose if you do not want to provide this information.

(10) On the eSignature page, acknowledge the information within the statement and sign the
application by entering your full name. When finished, click ‘Save and Continue’.
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(11) On the Review and Submit page, review all of the information provided on the application. If
updates are necessary, click the ‘Edit’ link within the associated section header. Once the
application is ready for submission, click ‘Submit’.

When an application is submitted, a confirmation message will be displayed, signifying the completion
of the application process.
To return to the homepage, click the ‘Job Search’ link.

Note: You can only apply to each job once. However, you are able to update your application after you
have applied. To make updates please do so by editing the submission.

You will no longer be able to access or edit a submission when the position closes.
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(12) To view submitted job applications click My Jobpage>My Submissions>View/Edit Submissions
or simply click the ‘View/Edit Submission’ from the Job Search Page.

Note: You can only apply to one job at a time, but are able to add multiple jobs to your cart to come back
and apply to.
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FAQ #1 – How to find the Job ID# for a Position

1. Log into your Taleo Account
2. Select the ‘My Jobpage’ tab. It will default to the ‘My Submissions’ tab.

3. Find the position you are inquiring about, the ‘Job Number’ will be listed

21 | P a g e

Taleo – External Applicant
FAQ #2 – How to View or Edit a Profile or Job Submission
Once you have applied for a position, you do not need to re-apply to make changes. If you need to
update personal information or preferences you may do so in your profile. If you need to edit
information specific to a job submission you may do so as well.

To Edit or View a Profile:
1. Log into your Taleo Account
2. In the top right hand corner, select the pull down arrow next to your name. (If you do not see
your name, you are not logged in)
3. Select ‘Profile’.

4. If you have completed the profile, you will be brought to the summary page. You have the
option to ‘Edit’ each sub section, the ‘Edit’ option is located next to the following sub sections:
a. Personal Information
b. Preferences
c. Basic Profile
d. File Attachments
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To Edit or View a Job Submission:
1. Log into your Taleo Account
2. Select the ‘My Jobpage’ tab. It will default to the ‘My Submissions’ tab.

3. Select ‘View/Edit Submission’. (If you do not have this option, that means the position is no
longer accepting applications for the job – you will only have the ability to view what you
previously submitted)
a. You also have the option to ‘Withdraw’ from your position. You should only withdraw
your submission if you no longer want to be considered for that specific job, otherwise
edit the information you would like to change/update.
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4. You will be brought to the summary page. You have the option to ‘Edit’ each sub section, the
‘Edit’ option is located next to the following sub sections:
a.
b.
c.
d.
e.
f.
g.
h.

Personal Information
General Questions
Job Specific Questions (Not all jobs have specific questions)
Education/Employment History
Professional Credentials
File Attachments
Diversity Survey (You may not see this sub section depending on the job you applied for)
Diversity
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FAQ #3 – How to access your internal Taleo Profile to search/apply for positions as an External
applicant upon leaving employment

Once you terminate employment, you will no longer be able to apply as an internal candidate. To ensure
that you have access to your application history and are able to use the same account you used (or could
have used) as an internal candidate, please update your email address in your internal candidate
account prior to your termination. You can do this by logging into PeopleSoft, clicking on the Taleo link
and then the Employee Job Search link. Once in Taleo please update your email address with your
personal email. After you terminate employment, you can visit the career site and log in using your
former employee ID as your logon. You can then request a new password using the ‘Forgot Password’
functionality and follow the instruction in the email that will be sent to you. If you have any issues, you
can email askmyhr@partners.org.

Steps you will need to complete to search and apply for jobs:
•

Log into your account here: http://www.partners.org/careers/system-job-search.aspx
o From here you are able to access your ‘My Account’ options to update personal
information such as password and email address. You will not be able to edit your
username.
o From here you are also able to search and apply to all open positions across all Mass
General Brigham affiliates.

25 | P a g e

Taleo – External Applicant
FAQ #4 – How to filter by Organization, Location, Job Field, Job Schedule, Job Shift, or Employee
Status

1. On the Career Site you are able to filter jobs by the criteria along the left hand side of the page.
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2. Select the check box next to the criteria to narrow down the list of available jobs. The criteria
selected will populate above the list of jobs.

3. You are able to remove the criteria selected by un-checking the check box, or by clicking the ‘x’
next to the criteria populated above the list of jobs. The full list of available jobs will then be
available.
4. If the criteria you are looking for is unavailable, select the ‘Show more...’ or ‘See all’ links.
Show More:

See All:
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