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Discover a Career with the 
State of Kansas 

 
Three easy steps to apply for a Civil Service Job: 

1. Register Personal Data 
2. Search for a Job Vacancy 
3. Apply Directly to Agencies 

Contact the Office of Human Resources for General Questions 
psweb@da.ks.gov, (785) 296-4278

For Vacancy Specific Questions, please contact the Agency Recruiter 
Advertising the Vacancy.

Come and experience a job opportunity with the State of Kansas  
An Equal Employment Opportunity Employer   



FREQUENTLY ASKED QUESTIONS 
 
 
 
Q.    What if I don't know my applicant ID number? 
A.   It is not necessary to have your applicant ID number 

in order to fill out the online application as long as 
you have entered your SSN on the form.  We do 
recommend that you fill out the Personal Data Form 
before you fill out the application in order to make 
sure your name gets in our system. 

 
Q.   It's not clear how to save my file.  How can I save  

it? 
A.   As long as no agency is selected and the requisition 

field is blank, no form will be submitted to an 
agency.  You can still fill out all the information you 
like and press the submit button.  You will then be 
sent to a page that has a text file (.txt) and a PDF 
(.pdf) file.  The text file is the file you can save to 
your computer hard drive or floppy disk.  The next 
time you want to work on your application, you can 
go through the file upload process and find the file 
you saved.  This will bring in the information you had 
previously saved.  Once you select an agency to 
send the application to, you will get another 
opportunity to save the file.  You can also see what 
the agency will be receiving by looking at the PDF 
file.   

   
Q.   How can I be sure my application makes it to the 

intended agency?  
A.   You can't. That is why it is always important to follow 

up with the agency before the vacancy deadline to 
ensure they have received your application.   Even 
though we have a very high success rate, some 
agencies may be having mail server problems.  If 
that is the case, you will receive an error message 
via email indicating your form did not make it.  The 
subject will say "Nondeliverable" mail.  If that 
happens contact the agency at your earliest 
convenience.  You can always save your PDF file 
and attach it and email it to the agency once their 
mail servers are back in service.  

   
Q.   I am running out of room in my Work Experience 

"Duties" fields and some other fields that are 
edited. When I hit submit I get an error. What can 
I do?  

A.   The Employment Application has edits on some of 
the fields, especially the Duties fields in the Work 
Experience area. If you need more room you can put 
the information in the "SUPPLEMENTAL WORK 
EXPERIENCE" field at the bottom of the form. This 
field will hold up to a full page of information.   

 
Q:  The agency I am interested in is not listed in the 

Notice of Vacancies, why can't I find them in the 
drop-down menu?  

A:   The agency of interest is not participating in the 
Online Employment Application process.  You will 

need to send the agency a paper version of the 
Employment Application.  One option is to fill out the 
online application, do not select an agency and 
press the submit button. This will create a text file 
and a PDF file. You can then save the PDF file, print 
it out and mail it into the agency. Contact the agency 
recruiter for specific details about their application 
process.  
 

Q:  I have previously saved my text file.  When I 
upload my file and the data populates in the 
form, why are the Number of Hours and 
Employed To date fields reversed?   

A:   Correct those fields and re-submit the form.  Save 
the text file that is created for future use and those 
changes will be recognized next time you upload the 
file.     

   
Q:  Why are there 2 files created even when I don't 

select an agency and include a Requisition 
Number?  

A:   If no agency is selected there will be no application 
submitted but the files will be created for your use.  
This allows you the applicant to save to a text file of 
what was completed in the form so you won’t lose 
the data in the form.  Also, by viewing the PDF file, it 
allows you to see what the agency will see. You can 
also use the PDF to send the application to those 
agencies that do not use the online process. 

   
Q:  Why do I get errors when I paste my job duties in 

the form after I submit?   
A.   Because your data has to fit in a fixed text area on 

the submitted application; only 13 rows of data are 
allowed.  The font is small enough to allow for an 
adequate description.  But be sure and state your 
duties in a succinct manner and minimize carriage 
returns.  

 
** Remember you can always use the 
SUPPLEMENTAL WORK EXPERIENCE field that 
will give you a full page to describe what the Duties 
fields cannot contain because of the edits.  

  
Q:   What are all the possible errors that I can get?  
A:   The following fields are required: 

Last Name, First Name, Street Address, City, State, 
Zip Code, Email Address  

 
Q:  What if I have tried everything else and I still am 

unable to submit my application?  
A:  Try deleting your temporary internet files and 

cookies.  To do this go to top of your browser and 
click on tools, then internet options and then delete 
your temporary cookies and your temporary internet 
files and click okay and then try submitting your 
application again. 
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