
State of Wyoming NEOGOV Application Guide 

To Create Your Applicant Profile and Apply 

Log into  http://personnel.state.wy.us 

This page will open 

 Click Here  

OR  

On This Image 

On this page click       

Job Seekers 

Note: If You have already created a user account, (Example: You may have applied in another State, County, 
City or College that is powered by NEOGOV) log in using your previously created username and password. 
You will not be able to create another applicant account using the same e-mail address.  



There are 
many      

sections that 
can be            

accessed from 
this page. 

The following 
pages will    

introduce you 
to the many 
sections. 

Welcome to State of Wyoming's application process! 
 
You can now apply online by clicking on the job title you are interested in and clicking on the "Apply" link. If 
this is the first time you are applying using our online job application, you will need to create an account with 
a Username and Password.  We recommend that you do not use an email address that is associated with your 
place of employment, as a change in employment could cause you to not have access to your account in the 
future.  After your account has been established, you can build an application by clicking on the "Build Job 
Application" link. This application can be saved and used to apply for more than one job opening. 

Online applications are stored on a secure site. Only authorized employees and hiring authorities have ac-
cess to the information submitted. 

It is important that your application show all the relevant education and experience you possess. Applications 
may be rejected if incomplete. 

NEOGOV recommends using the most up-to-date version of any of the following internet browsers when 
accessing the applicant portal: 

 Microsoft Internet Explorer    Mozilla Firefox    Google Chrome     Safari 
  

To reach A & I Human Resource Division for applicant assistance:  stjobs@wyo.gov 
 
Click for additional State of Wyoming Hiring Criteria and Process information. 
 
View NEOGOV Frequently Asked Questions (FAQs) by Applicants 
  
Click for additional assistance on SEARCHING FOR JOB POSTINGS BY STATE AGENCY. 
 
Click to view the State of Wyoming Classification and Pay Structure. 

You will find 
more            

information 
when you    
click on   

SHOW MORE 

http://windows.microsoft.com/en-us/internet-explorer/download-ie
https://www.mozilla.org/en-US/
https://www.google.com/chrome/browser/desktop/index.html
http://support.apple.com/downloads/#safari
mailto:ai-hrd-neogovhelp@wyo.gov
http://ai-hrd.wyo.gov/human-resources-division/job-seekers/hiring-criteria-and-process
https://drive.google.com/a/wyo.gov/file/d/0B6bA9LFa-kaJMjU1Y1Bwb2MwZXc/view
https://drive.google.com/open?id=0B6bA9LFa-kaJN2FGSmJBcllkSG8
https://drive.google.com/open?id=0B6bA9LFa-kaJWXhRRUJsOG9nWW8


This page will open        
To create a new account. 

 
 
 
 
 
 
 

You can also now 
create an account  

using  
Linkedin  

OR 
Facebook 

If you already have a NEOGOV account when you    
sign-in your account information will be available, if you 
are using the same email address in your social media 
and NEOGOV. 

After you have created your account sign out.  
Sign in again to http://personnel.state .wy.us  

This step will make finding the job opportunity that you are wanting to apply for easier to find.  
OR you can stay in your social media account. 

Click Sign In  

To open Create an account 



To Apply Log into  http://personnel.state.wy.us 

This page will 
open and you will 

find all current 
State of Wyoming 

Jobs that are        
accepting        

applications. 

When it is on our 
web-site it is still 

accepting        
applications. 

On this page click       

Job Seekers. 

On this page click 

Here OR On This Image. 

Any State of Wyoming job that are going to close 
will close at 11:59 PM Monday thru Friday and 

never on Saturday, Sunday or a Holiday. 



    You can Sort by clicking here.   
               You can see there are several Sorts. 

You can Filter by clicking here. 

 There are several Filters. 

Please see the example of the Location Filter. 

You can always use Search. 
Search by putting in key words. 
If you know the Job Title, Job Number, Job 
Type, Location  that can be used also. Any 
other information that may help you  locate 
information on a State of Wyoming job can  
also be used here. 



Click on the Job 
Title of the job that 
you would like to 

apply to.          
The description 
will be displayed 
for that position. 
On this display 

screen you will be 
able to find    

complete details 
about the position. 

 

You can view current job listings in a Grid format.  

Each time you search for something new you must clear search. To clear all searches return 
to the area you were searching at and click on the X. 

There are diffefferent ways to view the State of      
Wyoming job listings. Click here to change the view. 

You can view current job listings in the List View format.  

Scroll to the bottom of the page and you will be able to continue going to the next page        
so you can view all the State of Wyoming current jobs. 

To apply click the APPLY button. 



The position that you are applying to will be at the top of the page.   

                                                 Your user name or email will be shown here. 

Sign In  

You my use your 
Email OR                 
User name  

that you just created. 
Put in your Password. 

Click Sign In. 

You can also sign into 
your account  using  

Linkedin  
or 

Facebook 

Many applicants have said when 
they upload from their computer 
they spent a lot of time fixing where 
the information populated to.  
 
When you manually fill out your  
application you can copy and paste 
information into the application form. 

There are 
several   

sections on 
the                

application 
that you will 
be providing 
information 
about your 
experience. 

You have the option 
to upload your    
résumé on this 
page. If it is the 
Linkedin résumé it 
populates nicely. 
(You may still need 
to make changes.) 

You can skip the step. 



                                                      To add information or additional information click here. 

Required Field must  
be entered. 

 
You will receive an error   
message below the section 
that has any incomplete      
information. 
 
Save after each section as you 
proceed with the application. 
 
You can return to the        
application later and the     
information will have been 
saved.  
(Only if Save is selected.) 
 

There is a Dash Board that will 
provide information about the 
section. A check indicates that 
the section has been opened 
and/or information has been 
saved. 

When this section is finished you name will now show your name. 

Fill out General Information. 
This includes: 
 Contact Information 
 Personal Information 
 Preferences 
 
All information can be edited 
in each section by clicking on 
the edit icon. 
 

Click the Save OR 
Next button at the 
bottom of each 
section. 
After each section 
is completed with 
the necessary   
information. 

By clicking on the different  
sections of the dash board you 
can add information in any    
order or go back to a section. 
Remember to always click   
Next OR Save. 



  
Attachments are not      

required unless the job 
description asks for 

them. 
 

You are welcome to   
attach any additional   
information that you 

would like. 

There are many supported formats. 
Add attachment (s) by clicking on  Add supplemental attachments. 

By clicking Proceed to 
Review you will be sent to 
the beginning of the ap-
plication where you can 
review your application, 

make any changes and/or 
add information before    

submitting the application. 
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The Supplemental           
Questions are questions 
will pertain to the specific 
Job Opportunity you are 

applying for. 



You will receive this confirmation your application has been submitted. 

You can check your application 
status here.  
 
 
Check back to see the process. 

‘Certify & 
Accept’   

This is your 
final step                      

Congratulations! 
 

 You have applied 

 to the  

State of W
yom

ing. 

   After you review your                  
application, at the end of           

reviewing find the Proceed to 
Certify and Submit. 

Click here 

After you have read a accepted the terms click 
Accept & Submit 

Please read to certify that you understand 

the terms of this application.              

Accepting is the same as a signature. 



You can print your application here 

There will be a one time 
email after you apply con-
firming that your application 
has been received. (Check 
your Spam) 
 
Any further communication regarding 
the hiring process will be forwarded 
by the hiring agency.  

You can check the status of your applications 
by clicking Application. 

You can also click on your name for the drop box to 
appear and check the status of your applications.  

Once you have submitted an 
application it can not be  
deleted, edited, or  
attachments added. 
You will need to apply again to make any of these changes. If the job posting has closed you will not be able to resubmit. 

You can click              
SUBMITTED  OR            

INCOMPLETE              
to check the status. 

 

This page will show you 
the number of jobs you 
have applied to. 

 

As the application moves 
through the process you 
can see the statues 
change. (Check this by 
signing in.) 

 
 
 
 

Should you decide you 
do not want to complete 
an application you can 
click the trash can and 
delete the incomplete 
application. 

To Print: 
Click on the Job Title 
and you find a print 
icon on the page that 
opens. 



Tips you can use to navigate NOEGOV. 

Click Profile to Update: 

 General Information 
 Work 
 Education 
 Additional 
 References 

You can update your         
Information anytime and 
it will be saved. 

Click Account to Change: 
 Contact Info 
 Change Password 

Click Menu for the following 
dropdown: 
 Job Seekers for the   

State of Wyoming 
 Job Opportunities 
 State of Wyoming      

Employees Only 
 Job Classification    

Specification 
 Job Categories 
 Help & Support 

Updated 02/23/16 


