Instructions for submitting the WSSC HR Application via Desktop Email Application

The WSSC HR application may be completed entirely online and submitted via email directly to HR.
Complete the form by filling in all of the fields.

When ready to submit the form to HR, click on the Submit Via Email button at the bottom of the form.

Submit Via Email P

The Security Warning screen will appear, click on Allow.

Security Warning

The document is trving bo connect ko the site:
! railka:hr_emplovment@wssowater, com

If waou brust the site click "Allow", atherwise click "Block",

The Select Email Client screen will appear, select Desktop Email Application if you are sending an email
from Microsoft Outlook.

S5elect Email Client

Please indicate the option which bgét describes how vou send mail.

Desktop Email Applicatio

Choose this option IF wou currently use an email application such as Microsoft CQuklook,
Express, Microsoft Outlook, Eudora, or Mail.

() Internet Email

Choose this option if wou currently use an Inkernet email service such as Yahoo or
Microsoft Hotrmail.

() Other

Choose this option if wour preferred deskbop email application is not available or wou
do nok know which option to choose.

Click OK to submit



The Send Data File screen will appear, click Send Data File.

Send Data File

Click Send Drata File ko switch o your email client and sepd'the Form's data File,
\:!‘) The Farm itself is not sent.

Please print vour completed Form if wou would likg’a copy For wour records,

[ Joon't show again

< Send Daka File >[ Print Form ] ’ Cancel

A new email will open with the email address field, subject and attachment pre-populated (example
below). Please attach resume and any additional text to this email when sending application.
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The attached fN\e contains data that was entered into & form. It is not the form itself.

The recipient of

is data file should save it locally with & unigue nawe. Adobe Acrobat Professional 7 or later can process this data by importing it back into the blank form or creating a spreadshest
from several data

les, See Help in Adobe Acrobat Professional 7 for wore details.

Click Send to submit the application.

A dialog box for Email Confirmation will appear. You may Close the form or Print Form for
your record.

Email Confirmation

i ) The email containing a data file has been given ko your emgil application. You

may want to check that the email has been sent.

Flease print your completed form if wou would like a copy/for wour records.,
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