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Section I: Creating ERA Account

Step &
Clickorg@ 2 dzNJ O2dzy i NEQa aSS{USNI ! w]
Step 2
Option Adicka [ 2 Fdmytre Currently Available Vacancies listing.
Option B

1. Click on the hyperlinkedmouncementNumber( K | {i iBtereda€@iNGapplying for
located next to the Position Title
Hd /EA0] a!LlLXe G2 GKA& +FOFyOeé 2NJ GOYEFAf 2

Login
Currently Available Vacancies Option A
Search for Open Vamandes q Show Filter T
Showing 2 Result{s).
tion B
O p 0 Close Date
Agency Position Type Position Title Announcement Number Series/ Grade Locations (MM/DDIYYYY)
Calombia Public Non-Stetus Protocol Assistant {Protoco] Assistant) 274123 0L20-5 1in Bogota, CO, COLEI0000 07312017
Colombia Puitlic Non-Status Promoool Assistznt (Protoco] Assistant) JULY182017 0120-5 1in Bogota, CO, COA500000 0731/ 2017
Show results per pags | GO FRsT | [ Previous | [ mext || vast
Vacancy Details /
APPLY TO THIS VACANCY VIEW ELIGIEILITY QUESTIONS VIEW VACANCY QUESTIONS EMAIL TO A FRIEND PRINT VACANCY
Chverdsw Diuties Qualifications & Evaluations B=nefits & Cther Info How to Apply

Step3:
icl &/ NBI GS fromythe SignOrePdmye (i £

Sign In

2 | user ID or Email

8 |Password
LOGIN Forgot User ID or &5\.\;01-51
Create an Account

ERA¢ Applicant User Guide



Step4:

1. Fill outPersonal 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 "Previous" and "Next" buttons located hethottom of each page to navigate.

o Do NOT use the browser navigation buttons or refresh button, or you may lose important information.

o Allitemsmarked with a red asteriskare mandatory and require a response.

o Note that each ERA account must hawenique email address. The system will not allow multiple
applicant accounts to share an email address.

Personal Information

Prefix

--- Pleas= Select — 1

* First Name Middle Name * Last Name

Suffix
-— Pleas= Select —

# US Citizen
() Yes (O Mo

Contact Information

* Address 1
Address 2
Address 3
* City /Town * Country # State/Province/ Territory
United States —- Pleasa Selact -—
* Zip{Postal{Pin Code Plus 4
* Telephone 1 * Telephone Number Extension
- Select -
+ ADD ANOTHER TELEPHONE
* Email

Enter only OME Internet E-Mail Address {example: john_doe@company.com)
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2. Enterand confirmpassword therselectandanswer three security questions.

0 Your password must have at least 12 characters and must include at leasttenéupper and
lower case), one digit, one special character and no spaces.

Each security question selection must be unique.

Each security question answer must be unique.

Question answers must not begin and/or end with spaces.

Question answers are case sensitive.

od / tA0] dbSEﬂQJs'z

O O OO

[F Password

four password must have at least 12 characters and must induds st lezst one alphanumeric (upper znd lower case), one digit, one
pedal character and no spaces.

Confirm Password

Secret Question 1 9
- Pleass Select —

Secret Answer

Minimum 5 characters. Maximum 25 charactars,

Secret Question 2

- Pleass Select —

Secret Answer

Minimum 5 charactars. Mzzirum 25 characters,

Secret Question 3

-- Pleasz Select -

Secret Answer

Mimimum 57;%155. Mzximum 25 characters,

Ew

Step5:
Receive confirmation that your account was created.
o Upon account creation yoalsowill receive an emaitating that your seeker account waseated
o Ensure to safeguard account email, passward] security questionshswers as you will be
responsiblefor remembering this informatiofn order to login to your ERA account.

©

Parsanal Acegunt
T - Created
Infarmatizn

Account Creation

Congratulations, your account was created,
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Section Il: Applying for Jobs

Stepl:
1. Signinto your ERA accoutly providingemail and password
2./t A0l a[ 23AYy D

Sign In
1
1 User ID or Email
H Pa=sswon
w 2 Forgot Usar IDF or Password
Create an Account
Step2:

I £ A0 a/{ Séfrdiiitie AfpRcitibng/Rashiboard.

{3 Dashbozrd

Welcome, JOHN DOE &

Applications

Logout

SEARCHFOR JOBS
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Enter search terms (e.g., job titleh the Currently Available Vacancies Page
o Optionally to narrow down your searctQ A O Filter aidsélect any dropdown
Series, Salary, Location, Grade, and Servitge)lSy Of A O1 d&! LILX @€ o
2. Press the magnifying glass symbostart your search

options (i.e.,

{3 Dashboard Logout
2
Currently Available Vacancies
1
I Search for Open Vacancies I Q Show Filter T
Step4:
Click on the hyperlinkedmhouncemento dzY 6 S NJ U Antefested @& dp@IyNdg for
located next to the Position Title.
1> Dashboard Logout
Currently Available Vacancies
Protocol Assistant Q Show Filter 7
Showing 1 Result(s).
Close Date
Agency Position Type Position Title Annoydncement Number Series/Grade Locations (MM/DD/YYYY)
Colombia  Public Non-Status ~ Protocol Assistant (Protocol Assistant) 274123 0120-5 1 in Bogota, CO, CO1500000  07/31/2017
Show|25 | results per page = GO FIRST PREVIOUS NEXT LAST
Step5:
JEA01 ! LILX e G2 GKAa =1 OlyOeé I TGSNINBOASGAYT A

Duties, Qualifications and Evaluations).
o Optionallg  Of A @ligibiliyy #zS & ( dn@dy+aAsS &
guestions will be asked duringatapplication.

+F Ol yoOe

varS s G A2y & é

Logout

13 Dashboard

Vacancy Details

VIEW ELIGIBILITY QUESTIONS VIEW VACANCY QUESTIONS

APPLY TO THIS VACANCY

PRINT VACANCY

QOverview Duties Qualifications & Evaluations Benefits & Other Info

EMAIL TO A FRIEND

How to Apply

®  Return to Job Search
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applied fora job using ERA)
Clicka b S¢E

0 Your responses to Eligibility questions will be saved by the system drmbvatrieved once

you apply forother vacanciesising ERA

o Note that the system will not allow you to save incomplete response to the Eligibility

Questions.

Respond to the Eligibility Questiorm feview your previous responséf you have already

o Allitems marked with a red asterisk) @re mandatory and require a response. These include

items 2, 3,4,5,6,7,8,9, 10, 11, 12, 13, and 35.

A ltems 2,5, 86,7, 8,13, and 35 have various follawd 1j dzSa G A 2y a

applicable to your situatioh Sy 6 SNJ ¢52Sa y2i

& b S foriyéthen your responsesill be savedy the system)

LJLJE

AT NBaLR2yRSR
A If you are required to provide a typed response to a mandatprgstion that is not
|.
A You mustompletethe entireset of themandatory Eligibility Questions in order to press

e é

2N ab2i

Eligibility Questions

PERSONAL TNFORMATION

1  Pleass list any other names used:

200 characters left (maximum 200)

NOTE: Relative is a husband, wife, domestic partner, member of household, father, father-in-law, stepfather, mother, mother-in-law, stepmother, son, sen-in-law, stepson,
daughter, daughter-in-law, stepdawghter, brother, brother-in-law, half-brother, sister, sister-in-law, half-sister, unds, zunt, first cousin, nephew, or nieca.

2 Does your relative work in this Embassy or Consulate?

) Yes
) MNa

3 Are you able to legally work in this country?

) Yes
3 Mo

NOTE: LS, Government dees not sponsar work visas unless specified on the Vacancy Announcement.

4 Ifthis job includes driving a 1.5, Government vehicle, do you have & current and valid driver'’s license?

) Yes
) Mo

Important: Al the information you provide may be verified by 2 review of the work experience and/or educstion as shewn on your application form, by chadking references 2
and through other maans, such as the interview process. Any exaggeration of your experience, false statements, or attempts to conceal infarmation may be grounds for nat

hiring you, ar for firing you aft=r you begin waork,
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Provide/review information under Series, Grade, and Location sections.

0o {StSOF28) 88 3INI RS060a0 ( KGrade se@iolzridt abingle §radis2 | LILIX & Ay
selected ERAwill not allow you to proceed.
o/ KSO1 GKS o02E ySEG (2 GKS t20FiA2y 6KSNB &2dzQR f A"
2. Clicki b SEG ®¢

Series

1

This paosition is offerad for a single saries.

* Please confirm you wish to be considered for these series (Check all that apply.)

[¥] 0120-Secretary, Office Management, And Protocel Series

Grade
Select the grade level(s) for which you wish to be considered. You will only be considered for the grade level(s) you select.

# Do you wish to be considered for Grade 57 ) Yes ) Mo

Location

* Please indicate the locations for which you want to be considered. (Check all that apply.)

[ Bogata, CO

Notifications

Are we allowed to send you email reminders about completing this vacancy before it closes?
(# Yas, pleass send me email reminders about completing this vacancy.

(3 Mo, I do mot wish to receive amail remindars zbout complating this vacanoy. 2

FREVIOUS
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Step8:
1. Respond tovacancy Questionsy selecting the responses that match your previous
experiences R
2./ £t A01€ abSEQ

Vacancy Questions

Ikems marked with ¥ are required.

All Grades Questions 1

* 1 Pleasz indicate the typss of activities you have parformed in oroanizing high level 2vants? (Check all that zpply}

[0 Manags written communications through offical channels

[ ©ffer advice and suggastion for types of events and sites hostad by the oroanization

[ Develop dose relationships of mutual trust with the administrative staff and assistants of senicr leaders with whom the crganization regularly engages
[ Lead the zdministration of the contact database of the organization

[J Mane of the abova,

* 2 Please sslect the responses that describe your experience following official procedures for government or diplomatic events? {Chade all that apply)
[ Develop dose relationships of mutual trust with the administrative staff and assistants of senicr leaders with whom the crganization regularly engages
[ Lead the administration of the conkact database of the arganization
[ Advise staff of an organization on formzlitizs and courtesies they should observe whan associating with foreign visitors
[ rganize events that invchee intemational relations
[ Mznage written communications through offidal channels
[ Mone of the above,

* 3 Which BEST describss your experience interacting with office visitors?
() I have had no interaction with office visitors
() I have had limited or cccasions| interadiion with office visitors
() I have interactad with office visitors on a regular and frequent basis

* A4 select from the list below the type of requasts for information that vou have received: (Check 2l that apply)

[] Procurament requests

[ Infermation on the office programs
[ Appaintment availzbility dates

[] Relzy mezssages

[] Wendor requests

Important: All the information you provide may be verified by 2 review of the work experience and/or educstion as shown on your application form, by chedking references 2
and through other means, such as the interview process. &ny exaggeration of your experience, false statemants, or attemnpts to conceal information may be grounds for not
hirirg you, or for firing you after you begin wark.

PREVIOUS
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Clickd ! LI 21 R ¥F NP Y¢t@adtattNdodDraevits dJdzip& Ngplication.
Select Document Type by using the dropdown.
. Enter Document Description.
4. | tA01 a.NRgaS¢ IyR FTAYR (GKS NAIKG FAfSO
5./t A0l a! L) 2F RdE
0 Repeat 1 through 5 for every requestddcument, specified in the vacancy announcement
0 Note that only one file may be uploaded per document type.
0 Uploading multiple documents to the same document type will result in previously uploaded
versions to be replaced by the most recently uploadés fi
6. / ft A0l a{I @S YR [/ 2yliAydzsSoé
O If one or more requested documents types do not have an attachment, you will receive a
GaAdaAiy3d 52-Gpdendoy.d KE LI2 LI
A JtA01 6a/2yiAydSé AT GKSNB FNB y2 FRRAGAZYIf R20
like to upload additional documents.
A Atter uploading a document you may use it to apply to other vacaricies Of A O1 Ay 3 awSdza $
a Documeng

Upload a Document

Pleas= browss to attach a document to your application.
= Only these types of the documents can be uploaded: gif imaga(.qif). jpeg image
(-ipg), png image{.png), rich text format{.rtf ), Microsoft word(.doc, .docx), adobe
pdf{.pdf), word perfect(.wpd), text(.t<t)
* 3MB is the maximum siz= allowed for a document

Items marked with * are required.
*Document Type: | Pleass Select 7 ‘

* Document Description: l

UPLOAD

SAVE AND CONTINUE
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Step10:

1. Review/Edit information on the Application Review and Submit Page.

o Scroll all the way down the page to review all of the informafoovided by you

o /A0

Al tAO0q
Questions Sectio(Step8). ¢ KSy Of A O

& 9 R Al sectioyaBnead=siiRyi.€l, Bersonal Information,

Series/Grade/Location, Eligibility Questions, Vacancy Question&raddcuments)

A/ £ A O afier{updg@tiBgPersonal Information and Series/Grade/Location Sectioas
you will return to the Application Review and Submit Page

a{ I @S Eligibilfy@&NibndzrdR youl witlgfuin to the Vacancy

to the Application Review and Submit Page

Al tAO]

GbSEGE

Application Review and Submit Page

2. Clicka { dzo YA

I LILX AOIF GAZ2Yy ®é

4 b SE i ésectiofuntifiyi§Betuon2 G i 2Y 2F §

VVadaiic® QuedliriiRsediidng ydu vill€efurn tehe

Parsonzl Information

Application Review and Submit

Series/GradafLocakion

Eligikility Questions

1

Varanoy Questions

Fleass review your information below and nobe that you have attached 0 document{s) to your application. Your application status will remain
incomplete until you dick SUBMIT APPLICATION.

Documants

SUBMIT APPLICATION

Resurmne

Personal Information

Eligibility Questions

= 2.
& Yes

Name:
Email:
Vacancy Announcement:

Position Title:

Series/Grade/Location

Series:
Grade:

Location(s):

PERSONAL INFORMATION

JOHM DOE
=rtyamn. vakhEmonstar.com
274113

Protocol Assiszant [Prozacol Assistznt)

0120
5
Bogotz, CO

1. | Please list any other names used:

2 MNot Answered

Does your relative work in this Embassy or Consulate?

MOTE: Relative is a husband, wife, domestic partner, member of housshald, father, father-in-law, stepfather, mather, mother-in-law, stepmather, son, son-inclzw, stepson,
daughter, daughter-in-law, stepdaughter, brather, brether-in-law, half-brather, sister, sister-in-law, half-sister, uncle, aunt, first cousin, nephaw, or nisce.

& Edit

Back ta tog

& Edit

Back ta tog
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3. Receive confirmation that you have successfully submitted your application.

4. 1
[

o !
prevjous step
A O]

O2YyFANXI GA2Y B6AYR26

a+tASg

g At

f B RBAASH a&DEINNREILIKG 2O GA2Y
AalAy3é applging eoghér vagairSes

LILISE NI Fdzi2YFGAOLEf&@ |

adlriadza 2N

e

<

|

[ ——

Thank You! You have successfully submitted your app@ 3

What's Next?

» Download a copy of this applicatio

» Return to the vacancy list)

VIEW YOUR DASHECARD

= View the status of this applicajjdn in your da
page to search for

job opportunitiss.

RETURN T VACANCY LISTING

Note: You can medify your application st any time befora the vacanoy closs date, Simply return ko your dashboard, s=lect the vacancy, and updake your application.

ERA¢ Applicant User Guide
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Section Il : Managing ERA Account

A. Editing Application Material before Vacancy Close Date
Stepl:
OptionA/ £t AO1 G9RAG ! LILIX AOIFGAR2YE

Yy SE
located on the Applications Dashboard.

Gf thterésk S

VY 2 dzy ¢

Option B:

1./ fA0] 2y G(GKS KeLISNIAY]1SR !'yy2dyO0SYSyd bdzyo SNJ

located under Currently Available Vacaciisting.

2./ tA0]1 GORAG &2dNJ ! LILX AOFGA2YE dzyRSNJ £+ OF yOASa
{3 Deshbozrd Logout
Welcome, JOHN DOE &

Applications SEARCH FOR JOBS

Al Complete Incomplete
Announcement Number
Pesition Title Application Status Comments Vacancy Status Actions
274123 Grade 5 Grade 5 Accepting Applications Edit Application
Provoro] Assistant (Protocol Assistamt]  Application Recsived Mo Camrment Verznoy doses in 6 days Updak= Decumnznks

(2 You have znswered 2ll the required questons
for this crads.
3

Show resulks per page | GO FIRST | FREVIOUS | NEXT || LAST
Currently Available Vacancies

Search for Open Vacandes Q Show Filter T
Shawing 2 Result=), Optlon B 1

Close Date

Agency Position Type Position Title Announ Number Series{ Grade Locations (MM DD/ YYYY)

Colombia Public Hon-Stzms Protocol Assistant {Promoco! Assistant) 2741 0i20-5 1 in Bogota, 0O, CO1500000 07/31/20107

Colombia  PublicNon-Sttus Protoce] Assistant (Protocol Assistant) JULY182017 0120-5 1 in Bogota, C0, CO1500000 07212017

Show recults per page | GO FIRST PREVIOUS MEXT LAST

) 2
Vacancy Details
EDIT YOUR APPLICATION VIEW ELIGIBILITY QUESTIONS VIEW VACANCY QUESTIONS EMAIL TO A FRIEND PRINT VACANCY
Crvervigw Dutizs Qualificstions & Evaluations Banefits & Cther Info How to Apply
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Step2:
I £ A0 a9tlReaiseO GyARB( (K2 ( &iz.dEemRondl lhfprBatian2z OKLl y 3§
Series/Grade/Location, Eligibility Questions, Vacancy Questions, and/or Documents)

Application Review and Submit

Pleasz review your information below and niobe that you have attzched O document{s) to your application. Your application status will remain SUEMIT APFLICATION
incomplete until you dlick SUBMIT APPLICATION.

Perscnal Information Series/Grade/Locakion Eligikility Questions Vamnoy Quastions Documnznks Resumne

Personal Information # Edit

Name: JOHN DOE
Email: ertyom.vekhEmonster.com
Vacancy Announcement: 274123
Position Title:  Protocol Assizzant (Frosaco] Assistznt)

Back to top
Series/Grade/L.ocation # Edit
Series: 012D
Grade: ©
Location(s): Bogotz, CO
Back to top
Eligibility Questions 7 Edit

PERSONAL INFORMATTON

1. | Pleaselist any other names used:

& Mot Answered

MOTE: Relative is a husband, wife, domestic partner, member of housshald, father, father-inrlaw, stepfather, mather, motherin-law, stepmather, son, soncin-lzw, stepson,
daughter, daughter-in-law, stepdaughter, brother, brother-in-law, half-brather, sister, sister-in-law, half-sister, uncle, aunk, first cousin, nephew, or niece.

* 2. | Doss your relative worlk in this Embassy or Consulate?
& Yes
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Step3:
1. Update thechosenapplicationsection
2. 1 £ A0 ab{SHRANS 2oéCak tiebaiténg of each pagdepending orwhich
F LILIXE A OF (A 2r¢fupdatn@.4 A 2y @& 2 dzQ
o /tA01 a{l @S¢ I i SNJI dzLIRdr Gexigs/BradebdddtienySectiarkhey F 2 N | G A 2y
you willarrive tothe Application Review and Submit Page
o [/ £tA01 a{ I @S Eligibilfy@EMibndzrdRyouiWirgflEin to the Vacancy Questions
Section¢ KSy Of AO1 &abSEG¢ I G G KdurnaohehpplicatichT S OK LI 38
Review and Submit Page.
o / ftA01 abSEG¢ VaFaicy QuesiniRsedidmng ydu villfetSrn to the Applicant
Review andSubmit Page
o /| tA01 GCAyAaKE | FGSNI dzLRFGAYy3a GKS 520dzySyida asSoida
Review and Submit Page.

Personal Information 1

Prefix
|—P[easeselect— |

* First Name Middle Hame * Last Name

[ 0Hm | | | [poen

Suffix
|—DCeaseSElect— |

* S Citizen
@ Yes (O Mo

Contact Information

* Address 1

| 4521 Judiciary Road |
Address 2

| |
Address 3

| |
* Gity/ Town * Country

| Bogota || colombia |

Zip/Pastal{Pin Code Plus 4

| | | |

* Telephone 1 * Telephone Number Extension

| Day Phons M| | 315677773 | |

2
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Step4:
1. Review/Edit information on the Application Review and Submit Page.
o Scroll althe way down the page to review all of the information.
o /£t A01 &9 RA G éaddiiohiliterdsliiRdcdssartlKySyy Of A O1 a{ I @S¢ 2NJ abSE(
arriveat the Application Review and Submit Page.
2./t A0l a{dzoYAG ! LI AOIF GA2Yy D¢

2
Application Review and Submit
Pleass review your information below and nots that you have attached 0 document(s) to your application. Your application status will remain SUBMIT APPLICATION
incomplete until you dlick SUBMIT APPLICATION.
Persenal Information Series/Grade/Location Eligibility Questions Wacanoy Questions Documznts Resumne
1
Personal Information # Edit
Nama: JOHN DOE
Email: zrtyomiivakhE&monstar.com
Vacancy Announcement: 274123
Position Title: Protocol Assistant (Protco! Assistant]
Back to top
Series/GradefLocation # Edit
Series: 0120
Grade: &S
Location(s): Bogots, CO
Back to tep
Eligibility Questions # Edit
PERSOMAL INFORMATION
1.  Pleasslist any other names used:
2 Mot Answered
MOTE: Relative is a husband, wife, domestic partner, member of housshald, father, father-in-law, stepfather, mother, mother-in-law, stepmother, son, son-in-law, stepson,
daughter, daughter-in-law, stepdaughter, brother, brother-in-law, half-brather, sister, sister-in-law, half-sister, uncle, aunt, first cousin, rephew, or nisce.
* 2. Dioss vour relative wark in this Embassy or Consulate?
@ Yes
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3. Receive confirmation that you have successflgubmitted your application.
LIISE NI | dzi2 Yl GAOI €@

o ! O2yFANXNIGA2Y G6AYR26 gAff |
prevjous step A 5 o o 5 5
AOl GxASg e2dzNJ 51 aKo 2l NRe&d wRli diNS/J AURe el 2alzNJ G- eLJL.

4. | ¢
[AadAy3TE (2 OdfelidDOSBGaBs. | LILX @Ay 3 F2NJ

<mnk You! You have successfully submitted your ap]@ 3
S ——

MNote: You can medify your application zt any time befora the vacancy closs daks, Simply return to your dashboard, s=lect the vacancy, and updake your application.

What's Next? 4

» Downlozed a copy of this applicatio
= \iew the status of this applicaljdn in your da
* Return to the vacancy listip page to s=arch for

job opportunitizs,

RETURN TCO VACANCY LISTING

VIEW YOUR DA SHEOARD

ERA¢ Applicant User Guide
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B. Updating Application Documents before Vacancy Close Date

Stepl:
/ t AUpdate Bocuments Yy SEG G2 GKS | yy2dzy O8fin@rgsilocatedizynd SNk t 2 &
the Applications Dashboard
[0}

Option B:Note that you may also update documenthile editing Applications materi@ @ Of A O1 Ay 3 &9 F

next to the Documents section of the Application Review and Submit Pege2&Editing Application
Material before Vacancy Close Date).

¥ Dachbozrd Logout
Welcome, JOHN DOE &
Applications SEARCH FOR JOBS

All Complets Incomplete

Announcement Number

Position Title Application Status Comments ‘Vacancy Status Actions
27412% Grade 5 Grade 5 Accepting Applications Edit Agplication
Protoool Assistznt {Protoco] Acsistant)  Application Riecsivad Mo Comment Vazanoy doses in & days Update Documents
&2 ¥ou have answered all the required questions
for this grad=.
|

Show results per page | GO

FIRST FREVIOUS MNEXT LAST

ERAC Applicant User Guide 18



Step2:
1. /£t A01 a!LX2FR FTNRY &2dzNJ O2 Y Llzi SNI¢
2. Select Document Type by using the dropdown.
3. Enter Document Description.
4. | tA01 a.NRgaS¢ IyR FTAYR (GKS NAIKG FAfSO
5./t A0l a! L) 2F RdE
0 Repeat 1 through Bboveforeveryr RRAGA 2y f R2O0dzYSyid GKIFdG @2dzQR f A
0 Uploading multiple documents to the same document type will result in previously uploaded
versions to be replaced by the most recently uploaded file.
| t AFDiBHE add you will return to the Applations Dashboard.
O If one or more requested documents types do not have an attachment, you will retbeive
Gaiaaiy3d baRifdatonSigdowk ¢
A JtA01 a/2yiAydSé AT GKSNB FNB y2 FRRAGAZYIf R20
like to uploadadditional documents.

o

Upload a Document

Fleass browss to attach a document to your application.
= Only these bypes of the documents can be uplozded: gif imaga(.gif). jpeg imags
{.jpg), png imaga{.png), rich text farmat(.if ), Microsoft word(.doc, .docc), adobe
pfipdf), word parfect{.wpd), text{ bet) 2
= 3MB is the maximum siz= allowed for a document

Ttems marked with * are required.
* Document Type: | Fleass Selact |

* Document Description: I

ERAC Applicant User Guide 19



C.Resetting Password

Stepl:
/ f AFOrpot Wser ID or Passwabd

Sign In

You have successfully logged out.

X | User ID or Email

a Passwaor:

LOGIN Forgot Usar ID or Password
Creste an Account

Step2:
1. Enter Email.
o LT &2dz R2y Qi NXBY S tfa Baslsdd ko Sreafe YourERA dcédilNIpa raay need to
create a different account, usirggunique email address.
2./ £t A0 GbSEG ®¢

In order to continue, please enter the User ID or Email address assodated with
your account,

Ttems marked with * are required. 1

*User ID or Email: I] I

2

Step3:
1. Respond tdhe Security Questions.
o If you respond t@mne ofyour security questions incorrectlyou will receivean email stating thayou
entered an incorrectesponse
oLF @2dz R2y Qi NBYSYOSNI OFasS aSyana i yod&ilmedadde y & S
to login to this account and mayeed to create a different ERA account, usinmique email addres
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Please enter the answers to your secet questions shown below,

Angwers to all questions are required. 1
“Birthplace?

“Mother's maiden name?

“Favorite sports team?

Mote: Secret answer responses are case sansitive and must be entered exactly
as they were upon creation.

2
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Step4:
1. Enter and verify new password that meets the specified requirements.
2./ £t A0l a{dzoYAlode
0  After successfily changing your password, yauill receive an email statinipat your passworcas
been updated. You will algeturn to the Sign In Page enter your newpassword
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