
Internal Employee Instructions on How To Apply For Another BLS Job Thru UKG 

Step 1 - Apply to position by: 
A. Selecting the main menu icon 

B. Click on My Info:   
C. Scroll down and click on My Career and then “Search For Job 
D. Click Apply For Job 

 

 

E. If the Add Resume prompt has a red *next to it, uploading a resume is a requirement for this position 

and you must upload it at this step (you can upload different resumes for different positions) 
F. Click on the Apply for This Job button. 

 
G. As you work through your application, you will arrive at a  window called “cover letter”. This  only holds 

a. limited amount of text (seriously limited, like 255 characters) so  don’t try to enter a  traditional cover 
letter in this place. Treat this as a  place to make a short statement about yourself.  Then upload a 
proper cover letter using the upload instructions on the next page. 



BLS EMPLOYEE DOCUMENT UPLOAD 
 

 
When you apply internally to a job as an employee, the UKG System only asks you to upload a 
Resume. Many of our jobs require more documents. This is how to upload your documents to 
your applicant files. 

 
Log in to your UKG account from your district screen. 

 
Select the menu at the top left of your screen. This 
opens your options. 

Select ‘My Info’  
 

Select ‘My HR’ 

Select ‘HR Actions’ 

 
 
 

This will open the available HR actions. 

 
Select the Available Tab  at the top of the window. 

 
Find the ‘Job Application Supporting Documents Upload’ line and select the 

button to the far right. 
 
 

This opens an upload window. You may upload up to 5 documents at a time. Please label them 
clearly and select the appropriate document type from the drop down. 

Select  on the right hand side of the screen. 

 
You will see a box for uploading your documents. Select the ‘Choose’ button. 

 



BLS EMPLOYEE DOCUMENT UPLOAD 
 

 

You can navigate to your documents, select up to 5 individual documents and choose . 

Your upload window will look like this: 

 
 
 

Be sure to clearly title each document. 
 
 
 
 
 
 
 
 

 
Also select the appropriate document type from 
the pull down. 

 
 
 
 

Select the upload button. Your documents are 
now attached to your applicant profile and will 
be visible to hiring managers as they review your 
applications. 

 
 
 
 

 
If you have more documents to add to your application, you may repeat this process as many times as 
you need. 


