Instructions for submitting the WSSC HR Application via Internet Email

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 trying ko connect ko the site;
mailtoshr_employment@wssowater, com

IF wou brusk the sike click "allow”, atherwise click "Black”,

Coa 1

The Select Email Client screen will appear, select Internet Email if you are sending an email from Yahoo,
Gmail, Hotmail, AOL and etc...

Select Email Client

Please indicate the option which best describes how ydu send mail,

(") Desktop Email Application

Choose this option if vou curpefitly use an email application such as Microsoft Outlook
Express, Microsoft Outlopk] Eudora, or Mail,

q Z:S Internet Emai! >

Choose this option if vou currently use an Internet email service such as Yahoo or
Microsoft Hotmail,

) Other

Choose this option if vour preferred deskkop email application is not available or you
do not know which option to choose,

QK l ’ Zancel




Select Save Data File.

Sending the Data File

How bo Send the Data File

Step 1 Click tRg "Save Data File' button below and save the data to a place where wou can
find it easily, After you save the file, vou will be returned ko this screen bo continue,

Save Data File

Step 2 Create a new email message as vou normally would,  IF wou use Internet email and
are wiewing this form onling, open a new browser window so0 wou can keep this
window open, Fill in the email with the Following information:

Please Mote: The Form itself is not saved {only the data vou tvped)

To! |hr_emplayment@wsscwater.cum

Subject: |Data From WSSCEmployrmentApplication_5 30 11

Messade!  |The attached File contains data that was entered into a farm, It is nok

the form itself.,

15[

Step 3 Attach the data file wou saved in Step 1 and send your message.

Q Please print wour completed Form if you would like a copy For your recaords,

The Export Form Data As window appears, please name the file in the File Name field. Please verify the
Save in location to know where you are saving your file.

Export Form Data A=
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File namne: Employmentdpplication 5 3011 data fdf [ Save

by Metwork. | Save as type: Acrobat FOF Files [7fdF) - | [ Cancel ]

Click Save button.



Sending the Data File

How to Send the Data File

Step 1  Click the 'Save Data File' button below and save the data to a place where vou can
find it easily, After you save the file, you will be returned to this screen to continue.

Save DataFile | Please Mote: The Form itself is nok saved (only the data you bvped)

Step 2 Create a new email message as wou normally would, IF wou use Internet email and
are viewing this Form online, open a new browser window so wou can keep this
window open, Fill in the email with the Following information;

To: |hr_empluyment@wsscwater.cnm

Subject: |Data Fram WaSCEmplovmentApplication_S 30 11

Message!  |The attached File contains data that was entered inko a form, It is not #

the Form itself, 7

Step 3 Attach the data file vou saved in Step 1 and send vour message,

Q Please print your completed Form if you would like a copy For vour records,

h O

T~

The Sending the Data File screen will appear. You may or Print Form for your record or Close the form.



Open your email application (Yahoo, Gmail, Hotmail, AOL and etc...). Create a new email message.
In To field enter the email address hr_employment@wsscwater.com
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Subject:

Please add in the Subject line — the Job Title and Job Number of the vacancy for which you are applying.


mailto:hr_employment@wsscwater.com

Attach File (Look for paperclip icon or Attach a file depending on your email application).
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The Insert File window will appear, browse to find the name of the saved application.
Select the file
Click Insert button

Click Send to submit your application
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