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Online Applications Instructions

OBJECTIVES
£~ These instructions are geared to ensure users can:
= Apply Online

<
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Online Application Process

Accessing Online Applications

1. To access Online Applications, click on the following link:
https://oap.rivierautilities.com:8096/o0apn/JSP/oap/login.jsp

Applicant or Employee Login

Email or Employes#:

Password:

Welcome to Riviera Utilities

Slgn Up Logln Job Search

If you have previously applied for jobs with us, you can login and edit your profile and search jobs to apply for.
If you are new applicant,please create a personal profile to apply for the position,

For assistance, please contact us at hri@rivierautilities. com
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Creating a New Personal Profile
1. To create a new personal profile, click ‘Sign Up’ or ‘Create a Personal Profile’.
2. Fillin the following fields:
a. First Name
b. Last Name
c. Email
d. Password
e. Confirm Password

New Applicant Sign-up and Apply

To apply for a job you must login and create a personal profile, Once created you can use the same profile to apply for other positions.

First Mame: Cayenta

Last Mame: Test

Ermail: test@cayenta.com
Fassword: sessenne

Confirm Password: [rr———
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3. Fillin the account’s personal information (Step 1 of 8) with the following fields:
a. Full Name

Phone

Address

City/Town

State

Zip Code

Citizenship

Email

Password

Sm 0 a0 o

j. Confirm Password

This is step 1 of &,

Personal Information

Full Marne: MR Y Caventa Test
Phone: (085)108-1158
Address: 123 Test Sireet

City/ Town, Burnaby

State: BC e
Zip Code: 24331

Citizenship:  AMERICAN b
email: test@cayenta.com
Password: sessee

Confirm sessee

Password:
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4. Fillin the account’s Skills and Training information (step 2 of 8) by selecting from the EDUC and
COMP radio buttons.

L . F
1.Personal Info R This Is step 2 of 8 Mext

Skills and Training
2.5kills

EDUC
3. Certificates
# Bachelor's Degree

4. work History Aszzociate's Degree
High School Diploma or GED
5. Education History Technical Schaol Degree
Master's Degree
& Refersnces EdD, FhD, or other advanced degree
7.&dd Document comp
Microsoft Outlook
B.Service History Microsoft Suites

® Microsoft Word
Microsoft Access or other database software
Microsoft Powerpoint
Microsoft Excel
AUtoCAD software or comparable

I save I

5. Click Save.
6. Click Next to proceed to the next step.
7. Click all applicable employee certificates and click Save. Click Next.

TEE } e
1.Persanal Info sy This is step 3 of 8 Next

Employee Certificates

2.3kills

¥ OSHA Hazwoper Certification
Comrn Drivers License - Class B
Master Plumnber Certification
Comrm Drivers License - Class C

3.Certificates

4. wark Histary

5. Education History Welding Certification
Comm Drivers License - Class A
&.References International Sodiety of Arboriculture (154)
Certification
7.Add Document First Aid Certification
« First Aid/CPR Certification
8.5ervice History Cammercial Driver License

Automotive Service Excellence (ASE) Certification

HwAC Certification

Driver License - Non-CDL

Professional Engineer (PE) Certification
¥ Journey Flumber Certification

wWater Distribution Certification

Journey Gas Fitter Certification

Line Worker Certification

Wastewater Certification

Master Gas Fitter Certification

OSHA Safety Certification

I Save I
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8. Fillin the Previous Employment information (Step 4 of 8) with the following fields:
a. Employment Record
Position Information (Company, Address, Title)
Duties (Please describe your job)
Related Experience (Please provide any related experience)
Reason for Leaving (Please provide your reason for leaving the position)
Supervisor Information (First Name, Last Name, Title, Email, Phone, Okay to Contact

I

flag)
g. Length of Employment (Start Date, End Date, Start Salary, End Salary)

9. Click ‘Save Changes’. personal profile .Save Changes I IF — Re-:curdl

**Before adding additional employers, make sure to complete the entire personal profile through
service history, once your personal profile complete, you can add additional work history, skills, &
education**

10. Fill in the Education History information (Step 5 of 8) with the following fields:
a. Record Selector (History Record)
b. School Information (School Name, School Location)
c. Program Information (Degree, Major, Graduated flag)

e ] so
1.Fersanal Info Prew This is step 5 of 8 Next

Education History
2. Skills

Record Selector
3.Certificates

) History Record:  Cayenta Lniversity Bach
4. \Work History
S Education History .
School Information

&.Refersnces
School Name: Cayenta University

7.Add Document
School Location:  Bumaby

8.5ervice History

Program Information

Degree; Bachelors Degree
Major: BLisiness
Graduated: Ci

lSave Changes I lRemove Recard I

11. Click Save Changes & Next.
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12. Fill in the References information (Step 6 of 8) with the following fields:

a. Record Selector (Reference)

b. Person (First Name, Last Name, Title)
c. Contact Information (Masked Phone, Email, Ok to Call flag)
d. Company Information (Name, Address)
1 Personal Info Prey<<< This is step & of 8. >>>Next
References
2.skills
Record Selector
3. Certificates
Reference: Mew Entry e
4. \Work Histary
5.Education History
Person
& References
First Mame: Ken
7.Add Document
Last Marme: Srith
8. Service History
Title: Consuling Manager
Contact Information
masked Phone: (355) 165- 1856
Email: ksmith@cayenta.com
Ok To Call: 7
Company Information
Mame: Cayenta
Address: 123 Test St
13. Click Save Changes & Next.
14. Add a Document (e.g. Resume, Cover Letter) in Step 7 of 8. Click on Browse.
15. Select the Type of Document from the dropdown.
16. Add any applicable comments in the comments box.
17. Click Upload Document & Next.
Prev<<< This is step 7 of 8. »==Next

1.Personal Info

Add Document
2.5kills

3.Certificates

4.work History Document to Upload: Select 4 File [BROWSE]
N v

5. Education History Type of Document: Select ...

&.References Comments

7.Add Document

8.5ervice History

'Up\oad Document '
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18. Fill in any military service history (Step 8 of 8) using the following fields:
a. Record Selector (Service Record)
b. Service History (Service Branch, Rank, Years of Service)

1 Personal Info Frey<<< This is step 8 of 8. >omMext

Military Service History
2.5kills

Enter any applicable Military History or Click Mext to continue with the registration process.
3.Certificates Record Selector

4. \Work Histary

Service Record: hew Entry >
S.Education Histary
£ References Service History
7.Add Docurment Service Branch: Army
8. 5ervice History Rark: Soldier

Years of Servicer 2

19. Click ‘Save Changes’ & Next.
20. You can now view your applicant summary:

Riviera Utilities

Cayenta Test
Person #: 39304

My Profile Job Search Logout

Fersonal Info

B: Applicant Details

Skills Name: Cayenta Test

Address: 123 Test Street Burnaby bc 24331
Certificates Email: test@cayenta.com

Phone: (085)108-1156

Work History

Education History
Documents

References Document Name Uploaded Date Description
Add Document

Application History

Application No  Applied Position Applied Date  Posting No

Service History

New Postings

Positing No Position Status Posted Date Closed Date
25608 QOPEM 2016-06-16 2016-06-20
88571 CSRII OPEM 2016-06-03 2016-06-17
88573 Plant Operatar Trainee OPEN 2016-06-03 2016-06-17
88580 Plant Operator Trainee OPEM 2016-06-06 2016-06-17
89383 Groundwaorker OFEM 2016-06-24 2016-07-08
89519 Data Processing Sys Spec OPEM 2016-06-22 2018-07-06
89658 Tree Warker 1 OPEM 2016-06-22 2018-07-08
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Searching for a Job

1. Once an account has been created, a user can search for available jobs in the system. After
logging in and the user is on the main page, click ‘Job Search’.

My Profile

Perzonal Info
Skills

Certificates

work History
Education History
References

Add Document

Service History

Job Search

Riviera Utilities

Logout

B Applicant Details

123 TEST STREET BURMARY BC

MName: Cayenta Test
Address:

24331
Email: test@cayenta.com
Phone: (85)108-1156

Documents

Document Name

Application History

Application No Applied Position

New Postings

Positing No Position

25892

88571 CSR 11

88573 Plant Operator Trainee
8850 Plant Operator Trainee
69383 Groundworker

849519 Data Processing Sys Spec
89656 Tree Worker [

Uploaded Date

Description
Applied Date  Posting No
Status Posted Date
DOPEM 2016-08-18
OPEM 2016-06-03
OPEM 2016-06-03
OPEN 2016-06-08
OPEN 2016-06-24
OPEN 2016-06-22
OPEM 2016-06-22

Closed Date
2016-06-30
2016-06-17
2016-06-17
2016-06-17
2016-07-08
2016-07-08
2016-07-08

Cayenta Test
Person #: 30804

2. To search for a posting, select a ‘Category’ from the drop-down menu or enter a word/phrase
search in the ‘Word or Phrase Search’ field. The user can also click on the available postings

below.

My Profile

Posting Search

Job Search

Logout

Riviera Utilities

search by Job Category: | Select a category...

wWord or Phrase Search:

w

Fasition

CERII

Plant Operator Trainee
Plant Operator Trainee
Groundworker

Data Processing Sys Spec

Tree Worker I

Posted Da...
2016-06-16
2016-06-03
2016-06-03
2016-06-06
2016-06-24
2016-06-22
2016-06-22

Closed Da...
Z016-06-30
Z016-06-17
2016-06-17
Z016-06-17
Z016-07-08
2016-07-06
Z016-07-08

Posting Ma
85698
88571
BES73
88580
89383
595139
59656

Status
CPEN
CQOPEN
QPEM
CPEN
CQOPEN
QPEM
CPEN
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3. Execute the search by clicking ‘Search’ if looking for a specific job category or word/phrase.
4. |If selecting an available position, double click on the desired position.
5. You have now searched for jobs via Online Applications.

Applying for a Job
1. Once a user has found their desired job, they are able to apply for it.

Riviera Utilities

My Profile Job search Logout

Personal Info Posting Details
Skills

Fosition: Tree Worker [
Certificates

Fosted Date: -0B-
Work History osted Date 2016-08-25

Education History

References Apply for this Position

Tree Worker I
RIVIERA LINK FOR DESCRIPTIGN

Add Document

Service History

2. Click ‘Apply for this Position’.

Application Agreement

v 1 certify that my answers are true and complete to the best of my knowledge, I also agree that falsified information or
significant omissions may disqualify me from further consideration and may be considered justification for dismissal if
dizcovered at a later date. I authorize all references to give any and all information concerning my previous employment and
education and any pertinent information they may have, personal or otherwise, and release all parties from liability from any
damage that may result from furnishing same to Riviera Utilities. [ understand that this application is current for up to 180
days and can only be used for the job title listed on page 1. If I wish to apply for other jobs, T understand that [ must submit
a separate application. If I am hired, T understand that I am free to resign at any time and Riviera reserves the right to
terminate my employment at any time, with or without cause and with or without prior notice. T also understand that if I am
hired, I will be required to provide proof of identity and legal authorization to work in the United States and that faderal
immigration laws require me to complete an 1-2 Form in this regard.

signature:  Cayenta Test

Subrmit Apy

3. Check the agreement checkbox and fill the electronic signature box with your name.
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4. Click ‘Submit Application’.

Application

Application has been accepted, Thank you,

5. You will receive a confirmation that the application has been received and accepted.
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