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Creating a New Profile with Attachments 
The steps below should be used when a candidate is creating a new profile through Temple University’s 

careers portal.  These steps will walk the candidate through how to create a new profile and include 

attachments in the File Attachments section. 

If you are interested in working at Temple create a profile on Temple’s career page.    
1. Go to careers.temple.edu  
2. Select the Careers at Temple tile.   

Taleo Tip: There are two different tiles you can select, both will bring you to the same location. 

    
3. On the left-hand side, select the Search and Apply for Jobs link. 

 
4. Under the title “what type of position are you seeking?” select the specific position type you 

are seeking. 

 
5. Under the position type, select external candidate.  This will bring you to Temple’s career 

section. 
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6. On the right-hand side of the page, select Sign In.  On the next page, select New User under the 

Login section. 

 

 
7. Choose “I Accept” for the Privacy Agreement. 
8. Create a username and password you will remember.    



3 
Last updated: 3/10/2025 

 
9. Select Register. 
10. Once you are registered, you will be brought back to the main page with job listings.    

Select your username on the right-hand side of the page.    

 
11. From the drop-down menu, select “Profile” to begin building your profile. 

 
12. From here, you may complete the pages of your General Profile.   Click Save and Continue on 

each page to save your information.  Your profile can also be edited after you have created it.    
As a note, for employment reasons, your address will need to be a permanent address. 

13. Use the Save and Continue button to continue working through the various sections.   Any time 
you see a red asterisk *, you must enter information in that field to move on. 
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14. To add to your Employment History or Education, select Add Work Experience or Add 
Education.  This will add an additional page to add your information.  If you need to remove an 
entry, select Remove Work Experience or Remove Education. 

 
15. To attach a resume or cover letter, you will use the File Attachments section.  
16. When you reach the File Attachments tile, this is where you will upload the files for the specific 

submission. 
17. Select the Choose File button to locate and select the file you would like to upload. 
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18. Add a Comment about the file.  This is where you will add a File Name for the attachment. 
19. Select Attach to upload the file.  Once the file has been successfully uploaded, it will be included 

in the box with a check in the Relevant File box. 

 

20. Select Save and Continue to move forward with the next steps. 
21. On the eSignature page, enter your full name as it appears in the system, then click Save and 

Continue. 

 
22. Review the sections of your profile and click Submit to complete your profile. 

 

 


