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Applying to a Position and tracking your 
Application 

 

Purpose 
 
Use this task to apply to a position and track your application at the City of Toronto. 
 

Prerequisites 
 
User must have access to the internet. 
  

Helpful Hints 
 
None 
 
If you would like to find the steps to track your application click here 
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Step Action 

1 

After locating a position you would like to apply to, click on the Apply Now button. 
 
NOTE: You should be signed into your SuccessFactors account before applying to a position.  If 
you do not have a SuccessFactors account, please review the information for Creating a 
SuccessFactors account before proceeding 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

2 
Click on the  beside My Documents 
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Step Action 

3 

Click on Upload a Resume 
 
NOTE: You must upload a Resume, there is no Build a Resume option in your Candidate 
Profile.  If your most up to date resume is uploaded, proceed to subsequent step. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

4 
Click on your upload option, you can upload a resume from your device (PC or other), your 
Dropbox account or from your Google Drive account. 
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Step Action 

5 

Select the Resume you would like to upload 
 
NOTE: DOCX, PDF, Image and Text (MSG, PPT and XLS file types are not accepted for 
resume or cover letters) 

6 Click on the Open Button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

7 

If successful, you will see your file attached.  You can view your uploaded file by clicking on the 
file and downloading it to your device. 
 
NOTE: If you would like to update your resume, you can upload a new version using the 
previous steps. 
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Step Action 

8 
Your resume will auto populate your Profile Information, Employment History and Formal 
Education.  Verify that the details populated are accurate.  If the information that is auto-
populated is incorrect, you can edit the text field to the correct information 
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Step Action 

10 
Click on your upload option, you can upload a cover letter from your device (PC or other), your 
Dropbox account or from your Google Drive account. 

 
 
 
 
 
 
 
 
 

Step Action 

9 

If you would like to include a Cover Letter, click on Attach a Cover Letter 
 
NOTE: If your most up to date Cover Letter is already attached to the My Document section 
please skip to step 14 
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Step Action 

11 

Select the cover letter you would like to upload 
 
NOTE: DOCX, PDF, Image and Text (MSG, PPT and XLS file types are not accepted for 
resume or cover letters) 

12 Click on the Open Button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

13 
If successful, you will see your file attached.  You can view your uploaded file by clicking on the 
file and downloading it to your device. 
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Step Action 

14 
Click on  beside Job Specific Information 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

15 

Within the Job Specific Information tab, you will find questions related to diversity, the job you 
are applying to and City of Toronto specific questions about previous employment.  You will 
need to answer the mandatory questions to continue.  All responses are kept strictly confidential. 
 
NOTE: Qestions about diversity are voluntery questions.  You do not have to respond to them if 
you wish not to. 

 
 
 
 
 
 
 

14 

15 



Applying to a Position and Tracking Your Application 

For Internal Use Only 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

16 

After uploading your resume, cover letter and filling out all job specific questions, you will need to 
type your name into the Statement of Agreement and date it.  This will act as a Typed 
Signature. 
 
The Statement of Agreement validates that all the information you have provided in your 
application is truthful.  The City of Toronto can disqualify you from employment or be a cause of 
dismissal if any information is untrue. 
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Step Action 

17 

If you would like to save your application as a draft before sending it, you can click on the save 
button at any time during your application process.   
 
NOTE: Copies of saved applications cannot be seen by hiring managers.  You must click on the 
Apply button for it to be visible by a hiring manager 

18 

After validating all information, you would like to send your application to be reviewed by a hiring 
manager, click on the Apply button 
 
NOTE: Once you have applied to a position you cannot edit your application. 
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Step Action 

19 If your application has been sent successfully, you will receive a confirmation. 
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Tracking Your Application 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

1 From the Candidate Home Screen scroll down to Jobs Applied 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Action 

2 
Click on  beside Jobs Applied 
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Step Action 

3 The details of your status will be listed after the title of the position 

 

Outcome 
 
You have successfully applied to a position and track it's progress at the City of Toronto. 
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