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State of Louisiana                                                      Manual App Entry Quick Sheet

1. Under the Applicants menu, select ‘App Entry.’
a. Enter the applicant’s [last 4] social security number.
i. If there is an existing record tied to the social security number you entered, you will see a screen with possible matching records.  Look at the name and address information and compare it to the application.  If you can confirm a matching record, select the round radio button next to the existing record and select ‘Submit.’

1. If records are found, but you cannot confirm a match, select the radio button next to ‘New Applicant’ and then select ‘Submit.’

ii. Select the appropriate vacancy from ‘Available Jobs’ and add it to ‘Selected Jobs.’
iii. Click ‘Submit’.

iv. Complete/update the header information as needed and enter the applicant’s answers to the agency-wide/supplemental questions.
1. Change the ‘Date Received’ to either the date the application was received (if before the closing date of the announcement) or to the postmark date (if received after closing date of the announcement).  If the postmark date is after the closing date, you cannot accept the application.  If this occurs, you should enter a note on the exam plan about why the application was not accepted.  The postmarked envelope should also be scanned and attached to the exam plan for documentation purposes.
v. If your agency is scanning paper applications and attaching them to the applicant record, first scan the application and save it to your computer.  All documents can be scanned together in one file or scanned and attached individually.  Up to 10 different files (5 MB each) can be attached.  To attach a scanned paper application, select ‘Browse’ and find the file. Select Attach.
vi. Enter a file description (preferably the applicant’s name).
vii. If you have more applications to enter, select ‘Save and Enter Another Application.’
viii. If you are finished entering applications, select ‘Save and Exit App Entry.’
These Quick Sheets will be updated as needed on the Civil Service website.  It is your responsibility to ensure that you are using the most up to date materials.


