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Page Displays > Navigation Menu >> Manage Individuals >> Assist an Individual

 > Quick Assist: Select individual from drop dropdown menu > Click Assist
> General Criteria: Enter individual identifying information

 Click the “Search” hyperlink
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Page Displays >> To Create a Individual Resume >> (there are two Pathways)
 

From Navigation Menu >> Services for Workforce Staff >> Manage Resumes >> 
Create a Resume

From Navigation Trees >> My Individual Plans >> Employment Plan Profile >> Resumes

Navigation Menu Navigation Trees
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Page Displays >> ‘Resume’ Folder to manage your list of 
resumes >> Click on ‘Create New Resume’
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Page Displays >> Enter a Resume Title (name) >> Click on 
‘Upload’ as the Creation Method >> Click Next 



If Yes is selected >> click Ok
on the pop-up box that 
displays

Indicate Yes or No

Page Displays >> ‘Resume Availability’ >> Indicate whether you 
want your resume to be available online or not >> Click Next 
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Page Displays >> To Copy and Paste a Resume >> Select the second 
radio button under ‘Content Extraction’ 

(Copy and Paste my Resume Content) >> Click Next
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NOTE: Individual is able to “Upload” their resume from any platform, site, 
folder or file to WorkInTexas.com.

Upload - Copy & Paste Version

• To use the ‘Upload - Copy & Paste’ version > when uploading an external resume to 
the WorkInTexas.com System, individual will Copy their external resume saved on 
their devise and Paste in the ‘Resume Free Text’ box. 

▫ Place your cursor over external resume and highlight text > click the right mouse 
button > Select ‘Copy’ > Place your cursor anywhere inside the text box and press 
the ‘Ctrl’ and ‘V’ keys on your keyboard at the same time to Paste your resume in 
the free text box

NOTE: For best results, Individuals should make sure resume content is updated with 
correct information before Copy & Paste to ‘Resume Free Text’ box
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Page Displays >> Cut & Paste Resume Wizard >> 
Copy & Paste Resume into the text box below >> Click Next
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Page Displays >> view of ‘Copy & Paste’ resume is displayed aligned to 
the left side of the text box >> Proof-read and make grammatical 

corrections in the text box >> Click Next

View of Resume in Free Text Box Proof-reading

Red and green lines may appear is there 
are grammerical errors counted by the 
system, the number is displayed in the 
bottom right corner of the text box.  In 

this case “24” items need to be corrected. 
This page allows resume to be 

proof-read, and updated as needed
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Page Displays > The ‘Cut (Copy) & Paste Resume Wizard’ 

• Cut (Copy) & Paste Resume Wizard > ‘Sections’
▫ Resume Extraction > Completed once Resume has been uploaded to WorkInTexas.com
▫ Employer Search Items > Desired Location, Occupation, Salary, Driver’s License, Security 

Clearance, Language and Proficiency and Typing Speed
▫ Education
▫ Certifications
▫ Employment
▫ Job Skills
▫ Technical Skills And Tools
▫ Contact
▫ References
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Page Displays > ‘Employer Search Items’ > 
Desired Locations

To add Multiple locations [Select Multiple Areas] > as Area is chosen from 
dropdown menu it will populate in the box below > several areas may be 

added >> Click Continue
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Page Displays > ‘Employer Search Items’: (cont.) Employers will use 
information entered to search for candidates

• Desired Salary > Select Edit to update, add or change any existing information > Click 
Next 

• Select an Occupation > Select Occupation from dropdown menu or Search > Click Next

• Desired Salary

• Driver’s License Information > Complete all information

• Security Clearance > Use dropdown to update existing information

• Languages and Proficiency > Select Edit to update, add or change existing information

• Typing Speed > Use dropdown to update existing information

This ends the Employer Search Items section
> Click ‘Next’
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Page Displays >>‘Additional Background Information’>> 
Click ‘Yes’ to add and maximize your exposure to employers  

>> Click Next
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Page Displays >> Education and Training
All education and training shown on the uploaded resume pasted in Free Text box will show in this section.  

Click Delete > under ‘Action’ heading to remove an education from resume  
Click Edit > under ‘Action’ to make any desired changes  

Under ‘Display on Resume’ column > Uncheck box to remove from Resume   
Click Next >this will keep existing information and add any additions made.

 NOTE: Delete > under ‘Action’ will permanently delete information; where as, unchecking ‘Display on
Resume’ will remove from resume but not delete information permanently.

> Click ‘Next’
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Page Displays >> Occupational Licenses and Certifications

 Action: Edit or Delete information

 Check box to ‘Display on Resume’ > Uncheck to remove from resume

 Add a new Occupational License(s) – Certificate(s)

 Click Next
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Page Displays >> ‘Employer’
• This section will show each employer history from the uploaded resume

▫ *Employer: Name, Address, Zip Code, City, State, County
▫ *Job Title: enter your job title while in this position
▫ Occupation Title and Code – suggest looking in Occupations – by Group
▫ Position: *Type of Employment, *Full or Part-time, Gross Salary, Salary is based upon, *Date 

you began work, Currently Employed, *Reason for Separation, Additional information on 
reason for separation, *Last day worked, Duration of Job (will auto-populate), 

▫ *Job Duties (information from uploaded resume will show as Free Text – this may be updated
or not,

▫ Click Next when all items are completed for this employer, system will proceed through each 
employer on the uploaded resume (whether 2 or 10) 

▫ * is required information and any information not shown on the uploaded resume will have to 
be completed if required – such as; ‘Reason for Separation’

▫ When Next is clicked > the box below will display 
 Click OK – You will be prompted twice – once to add skills and a second prompt to add 

technology and tools associated with this employment history to your existing list
 Click Cancel to move to next employer without adding skills, technology and tools. 
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Page Displays >> Employment History
Click Delete > under ‘Action’ column to remove employment from resume  

Under ‘Display on Resume’ column > Uncheck box to remove from Resume  
(remove duplicated employment history instead of deleting) 

Click Edit > to make any desired changes  
This will be the last section to easily edit, delete, or update information

Click Next  > this will keep existing information and add any edits.

NOTE: Delete > under ‘Action’ will permanently delete information; where as, unchecking ‘Display on 
Resume’ will remove from resume but not delete information permanently.
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Page Displays >> Job Skills >> Current Technology & Tools

• Job Skills will be listed > these can be unchecked to remove or Click 
hyperlink to Modify Skills  >>  Click Next

• Current Technology & Tools will be listed > these can be unchecked to 
remove or click on hyperlinks to Add tools and technology by keyword or by
occupation  >>  Click Next
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Contact Information
Contact Information > use this page to view, edit or add your Contact 
Information. (Name, Residential Address, Mailing Address, Email Address) and 

Check the box for each item that you want to appear on this resume (Name, 
Primary Phone, Alternate Phone, Fax, Residential Address, Mailing Address, Email,
Allow Employers to email me through the system)
Detailed References > view, edit or add to your References > choose to display 
on resume, and in what order > or click on box ‘References Available Upon Request’

For security reasons, we advise you to remove your address, email, residential &
cell phone numbers from your résumé before uploading to WIT. Employers can 
contact you through WIT’s messaging system if you have applied for one of their 
jobs or if they find your résumé through our résumé search functions. 
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Click [Edit Template] to allow customization and formatting 
of your “Uploaded Copy & Paste” Resume 

Here is your completed resume
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View of Score page – Edits can be made to increase the 
resume score
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Page Displays > Resume Layout Template 

Click [Edit Template]  >> this will customize the display order of each section while changing 
the formatting of this resume

 

Click Save >> will be prompted to enter a ‘Template Name’ >> 
Click Save again
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Page Displays > Resume Viewable by Employer
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Resume Viewable by Employer (cont.)

Click > Save Resume & Return 
(To Navigate to Resumes from elsewhere in WIT) 

Navigation Trees > My Individual Plans > Employment Plan Profile > Resumes
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Page Displays > All Resumes Created 
Navigation > Employment Plan Profile > Resumes > Page Displays > 

All Created Resumes >

This Page allows individuals to access their Resumes, Job Applications,
SOTAs, Job Search and much more
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Ability to switch between 
‘Resume Layout Templates’

‘Upload – Copy & Paste’ to
 ‘Free Text – System Template’

‘Free Text – System Template’ to 
‘Upload – Copy & Paste’

This “Ability’ to switch is only available with the Upload – Copy & Paste Version
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How to add, edit or rearrange ‘Sections’ in ‘Resume Layout Template’
Example below > Adding ‘Ability Summary’ 

View of Copy & Paste Resume prior to adding ‘Ability Summary’ Section

To add ‘Ability Summary’ to a resume > Click [Edit Template] > Page displays > 
‘Resume Layout Template’ 

Check ‘Ability Summary’ from Section column > Click Save  >>
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Example of ‘Ability Summary’ Section added to Resume

Page Displays > ‘Abilities’ text box > Add desired information > 
Click ‘Save’

Image now displays Copy & Paste Resume after ‘Ability Summary’ Section was added
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Employer View of Resume



For more information contact 
Board Service Strategies
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NOTE: An Individual may “Upload” their resume from any platform, site, 
folder or file to the WorkInTexas.com System

• The ‘Quick Resume Wizard’ is one of the recommended methods for staff assisting 
individuals when creating a resume.

• Staff should encourage individuals when using this method to create an ‘Employer Ready’ 
resume in an external word .doc, or .PDF ) Before uploading their resume to the 
WorkInTexas.com system.  An ‘Employer Ready’ resume
▫ will enable the individual to move more quickly thru the ‘Quick Resume Wizard, and
▫ the finished resume will be viewable to the employer as a completely formatted resume

• Once the individual’s uploaded resume has been uploaded to the background of 
WorkInTexas.com, the ‘Quick Resume Wizard’ will take the individual through two 
‘Sections’ (Employer Search Items and Contact Information) these may be edited, deleted, 
or information added during this process, however;

• Any edited information will not be added to the individuals uploaded ‘Employer Ready’ 
resume but will be added to the background and converted to ‘free text’ which will later be 
viewed in the ‘Resume Free Text’ box and used by employers when searching for candidates.

• The ‘Quick Resume Wizard’ process will take the individual at least 10 minutes, possibly less
to complete
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To Assist An Individual
> Navigation Menu >> Manage Individuals >> Assist an Individual

 > Quick Assist: Select individual from drop dropdown menu > Click Assist
> General Criteria: Enter individual identifying information 

Click the “Search” hyperlink



37

Page Displays >> To Create a Individual Resume >> (there are two Pathways)

From Navigation Menu >> Services for Workforce Staff >> Manage Resumes >> Create a Resume
From Navigation Trees >> My Individual Plans >> Employment Plan Profile >> Resumes

Navigation Menu Navigation Trees
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Page Displays >> ‘Resume Folder’ to manage your list of resumes >> 
Click on ‘Create New Resume’
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Page Displays >> Enter a Resume Title (name) >> Click ‘Upload’ as the 
Creation Method >> Click Next 

   (this PowerPoint will show the process through the ‘Quick Resume Builder’)



40

Page Displays >> ‘Resume Availability’ >> Indicate whether you 
want your resume to be available online >> Click Next 

Indicate Yes or No If Yes is selected >> click Ok on the
pop-up box that displays
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*** Page Displays >> To Upload a Resume, that needs no specific changes >> Select the 
radio buttons under each heading below >> Click Next

‘Quick Resume Wizard’
(this method is best used for resumes that are ‘Employer Ready’)



42

Page Displays >>Select Browse or Choose File >> Select 
Open >> your resume file will upload >> Click Next

Select your résumé 
data source

Please carefully review your résumé before
making it available online to employers and
recruiters. Check spelling, grammar, and 
abbreviations. Look for typographical 
errors and check the accuracy of 
information such as dates. If possible, have 
someone you know proof-read your 
résumé. 

Please click the ‘Browse’ or ‘Choose File’ 
button to select your résumé document. 
 

Select ‘Open’ to 
Choose File

Browse or Choose your file >> select 
open >> file will upload as shown 
below.

NOTE: If Resume is not ‘Employer 
Ready’ prior to upload, then by 
progressing through the ‘Resume 
Upload Builder’ changes can be made. 
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Page Displays >> The ‘Quick Resume Wizard’

Quick Resume Wizard > ‘Sections’

Resume Extraction > Completed once Resume has been uploaded to WorkInTexas.com

Employer Search Items > Employers use this Search Criteria when searching for 
candidates.

Desired Location, 
Occupation, 
Salary, 
Driver’s License, 
Security Clearance, 
Language and Proficiency and 
Typing Speed

Contact > 
Name
Residential Address
Mailing Address
Email Address(s)
Allow Employers to contact me through the WorkInTexas System
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Page Displays > ‘Employer Search Items’ > 
Desired Locations
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Select an Occupation and Salary

Desired Salary > Use the dropdown box to select a Salary > this box is not 
required and may be left blank > Check or Uncheck box > Click Next
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Page Displays > ‘Employer Search Items’: (cont.) Employers will use 
information entered to search for candidates.

• Driver’s License Information > Complete all information
• Security Clearance > Use dropdown to add or update existing information
• Languages and Proficiency > Add new or select Edit to update or change 

existing information
• Typing Speed > Use Dropdown to add or update existing information

This ends the Employer Search Items section

> Click ‘Next’
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Contact Information
‘Quick Resume Wizard’ 

Contact Information

Email Address(s), Primary, Alternate 
and/or Fax Phone Number

Choose Contact information 
to appear on resume

Displaying your cell phone number as your 
primary phone on your resume could result 
in receiving text messages from employers. 
Normal text messaging rates will apply.

Check Box to Allow Employers to 
contact me through the WorkInTexas 
System
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Here is your completed resume



Checked Box: 
Employer will view 
Individuals ‘Resume 
Free Text’ document 
created in the WIT 
background. 

By checking the box, individual has selected 
their edited Resume Free Text document to be 
viewable by Employers

Unchecked Box: 
Employer will view 
individuals ‘Formatted 
Resume’ (.doc, .PDF)

By leaving the box unchecked, individual has selected their 
original uploaded resume from an outside source to be 
viewable by Employers

Two Options to Display Formatted Resume
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Box Unchecked > Employer will view the individuals 
uploaded resume from an outside source –  

‘Employer Ready’ resume
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Box Checked > Employer will view the individuals 
free text document in the‘Resume Free Text’ box



For more information contact 
Board Service Strategies
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