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APPLYING FOR A POSITION 
STEP-BY-STEP INSTRUCTION 

 
 
 
 

Here are a few helpful hints to get you started: 
 

 The Star Online Application System and MyLoneStar are supported by the following browsers: 
o Internet Explorer (Version 7, 8)  

 *If using Internet Explorer 9, you need to run this site in compatibility mode 
o  Mozilla FireFox (Version 3.5, 3.6)  
o Safari (Version 3,4,5)  

 
 Write down your user name and password, for future reference. If you do forget, click on the "Login 

Help" link at our Careers main page. 
 

 You must apply for specific job openings in order to be considered for those positions. 
 

 Save! Save! Save! Please remember to save after completing each section of the application before 
proceeding to the next step or submitting. 
 

 After submitting your application, return to your Careers Home page and click on My Career 
Tools>Cover Letters and Attachments to add additional attachments. 
 

 You can also view a video tutorial at http://jobs.lonestar.edu  
 

 For questions or technical issues, send an email to employment@lonestar.edu  
 
  

http://jobs.lonestar.edu/
mailto:employment@lonestar.edu
http://rds.yahoo.com/_ylt=A2KJkey.5ENOkRIAEIGjzbkF;_ylu=X3oDMTBpcGszamw0BHNlYwNmcC1pbWcEc2xrA2ltZw--/SIG=13vsal243/EXP=1313101118/**http:/vr-zone.com/articles/internet-explorer-9-beta-due-in-september-specific-date-not-disclosed/9508.html
http://rds.yahoo.com/_ylt=A2KJkey.5ENOkRIAEIGjzbkF;_ylu=X3oDMTBpcGszamw0BHNlYwNmcC1pbWcEc2xrA2ltZw--/SIG=13vsal243/EXP=1313101118/**http:/vr-zone.com/articles/internet-explorer-9-beta-due-in-september-specific-date-not-disclosed/9508.html
http://rds.yahoo.com/_ylt=A2KJkey.5ENOkRIAEIGjzbkF;_ylu=X3oDMTBpcGszamw0BHNlYwNmcC1pbWcEc2xrA2ltZw--/SIG=13vsal243/EXP=1313101118/**http:/vr-zone.com/articles/internet-explorer-9-beta-due-in-september-specific-date-not-disclosed/9508.html
http://rds.yahoo.com/_ylt=A2KJkey.5ENOkRIAEIGjzbkF;_ylu=X3oDMTBpcGszamw0BHNlYwNmcC1pbWcEc2xrA2ltZw--/SIG=13vsal243/EXP=1313101118/**http:/vr-zone.com/articles/internet-explorer-9-beta-due-in-september-specific-date-not-disclosed/9508.html
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 Go To: http://jobs.lonestar.edu 
 
 
 
 
 
 
 
 
 
 
For External Applicants 
 For external applicants, go to “I Do Not Work for LSCS” 
 This will take you to the Careers Homepage 

 
Login 
 If you have registered for an account, you can log in here. 

 
Register 
 If you have not registered, click on “Register Now”.   

o Individuals must create a new user name and password in order to successfully register.   
o To create a user id and password, 

alphanumeric characters are the 
only acceptable characters. 

 Enter a username and password and click 
“Register” 

 
 
 
For Employees: 
 For current employees, go to “I Currently Work for LSCS”.   

o Current Employees include Full-time and Part-time staff, 
Full-time and Adjunct faculty, Continuing Education and 
Dual Credit Instructors. 

 This will take you to the, “MyLoneStar” login page.   
Note: this is the same log in information used for your LSCS email.  

 Then click, “Sign In” 
 This will take you to your Careers Homepage in MyLoneStar 

 
 
 
 

http://jobs.lonestar.edu/
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Search and Apply 
 On the Careers Homepage, you can search for a job posting by clicking “Advanced Search” 

 
 
 
 
 
 
 
 

 Enter the "Job Opening ID" which is the 4 digit number listed 
beside the position title and click “Search” 
Note: You can also search for a posting by: 

o Keyword 
o Location 
o Job Family 
o Full-time or Part-time 
o Regular or Temporary 
o Jobs Posted within last week, month, etc.  

 
 
 

 Click on the job title to view details about the position. 
 
 
 
 
 
 
 After viewing the job description, click on “Apply Now” to apply for the position. 
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 You can now either “Copy and paste resume text” your resume into the given field or “Upload a new 

resume”.  Once you have done his, click “Continue” 
Note: It is recommended that you upload 
your resume and cover letter as ONE 
document.  
*Be sure that the file name of your resume 
is less than 60 characters. 

 
 
 
 Complete your profile information in the appropriate fields.  Once you have completed your profile 

information, click “Save” 
 

Note: You only have to complete this information 
once.  When you apply for positions from now on, 
you shouldn't have to complete this information. 

 
For Employees: this information will come directly 
from your employee record.  If you need to change 
your address or any information on your profile, you 
will need to contact your campus Human Resources 
Dept.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Complete your profile information in the appropriate fields.  Once you have completed your profile 
information, click “Save” 
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Add Referral Information 
 Before submitting the application, be sure to complete the Referral Information.   Once you have 

completed this information, click “Next” 

 
 

 Once you have completed the referral information, click “Next” to proceed to the Education History. 
 
 
Add Education History 
 Select the highest degree that you have received. 

 
 
 

 To add your degree information, click on “Add Degrees” 
 
 
 
 
 
 On the Add Degrees Page, you can add in the necessary credential information. 

o You can use the Look Up feature to find your degree and Institution code. 
o Be sure to indicate if the institution is a minority institution.  
o If you would like to add additional 

degree information, click, “Apply 
and Add Another” 

o Once you have added all of your 
degrees, click “OK”  

 Once you have completed your degree 
information, click “Next” to proceed to 
Employment History. 

 
 
 
SAFE OFTEN!  It is recommended that you save your information after every entry to 
prevent lost data. 
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Add Employment History 
 On the Employment History page, click “Add Work Experience”. 

 
 
 
 
 
 On the Add Employment History Page, you can add 

in the necessary information for this employer.   
o Be sure to add job duties in the “Comments” 

section.  
o If you would like to add additional 

employment history, click, “Save & Add 
More” 

o Once you have added all of your 
employment history, click “Save & Return” 

 
 
 
 
 
 
 

Add References 
 You can also add references in the Employment Section as well.  On the Employment History Page, 

click on “Add Reference” 
 
 
 
 
 

o On the reference page, you can add the 
necessary information for your references.   

o If you would like to add additional references, 
click “Save & Add More” 

o Once you have added all of your references, 
click “Save & Return” 

 Once you have added your Work Experience and 
References, click “Next” to proceed to the Application 
Questionnaire. 

 
 
Don’t forget to SAVE! 
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Application Questionnaire 
 These questions are related to the job.  Please be sure to answer all of the questions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Once you have completed the questionnaire, you are ready to submit your application 
 
 

Submitting your Application 
 Before submitting your application, we recommend that you complete the Self Identification Details and 

Ethnic information.  This information is strictly voluntary.  If you do not wish to provide this 
information, click in the box marked “I decline to provide my self identification details” 

 
 
 
 
 
 
 
 
 
 
 
 
 

 Once you have read the Terms and Agreements, be sure to click “I agree to these terms” and click 
“Submit” 
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 When you have submitted your application, you should receive an email confirming that you have 
successfully completed and submitted your application 

 
 
 
 
 
 
 
 
 
 
 
 


