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WFSupportDesk@twc.texas.gov
512-463-4210

TEXAS
INTERNSHIP
CHALLENGE

Quick Start Guide
for Employers

This quick start guide provides the steps for you to

register in TXInternshipChallenge.com as an employer and
post internships.

Introduction

The Texas Internship Challenge is a campaign challenging

Texas employers to offer more paid internships for Texas students.
The website, TXInternshipChallenge.com, is a statewide site where
you can post internships and students can apply for them.

Registration Benefits

To take advantage of the site’s tools, you must first register as an
employer. Registration will provide you with access to the features
and services of the site. After registering you will be able to customize
your settings that make using the site quicker and easier

Information You Will Need to Register

e Company Name * Federal Employer Identification
» Contact Information e Ul Employer Account Number
 Profile  Number of Employees

e Address
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n Start Here

Type the site URL into your browser: https://www.TXInternshipChallenge.com

On the home page, go to “ Looking for an Intern?” section. Select the “Click here to
register and post internships” link.

Enter a key

Warning! ;
larning Close Warning message. If you have

[ . . Note: To access this feature of the system. you must be a registered Employer or Workforce Staff member. regIStered in the paSt’ please prOVIde your
bbbl Sl skl e Nt e i guaaduade rod in the past, please provide your User Name and Password below. If you are new to Usel’ Name and Password. If you are new
buld like to register as an Employer, please follow the Create a User Account instructions . . .
to the site and would like to register as an
Employer, please follow the Create a User
@ Account instructions below.

ge encourages employers to offer paid or for-credit apflied learning
b|p students gain the marketable skills employers are logking for and

and occupations| Click here to register and post interrlhips.

Company Identification

12| sign-In Page
Information Page

Employer When the Company Identification Information Page
Register as this account type on behalf of your company. Here you will gain access to industry data, . . . .
h labor market information and job applicants for your business. You can also post job openings online. dlsplays’ enter a" reqUIred InfOI’matlon.

12 min(e) estimated Employer Identification Section

. Select the “Type of Identification”

« Enter the Federal Employer ID Number (EIN),
Federal Tax ID FEID) and Ul Employer
Account Number. Do not enter dashes.

When the sign in page displays, click the Employer « Re-enter the “Confirm Federal ID Number” and Ul
Registration button. The first of several registration Employer Acct. Number and do not enter dashes
pages will display after clicking the link. « Zip Code Section to enter your Zip Code

Select the “Continue” button at the bottom of the page.
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2 Login Information Page . My Employer
When the Login Information page displays, enter all required DaSh boa rd Page

information. Once all required information has been entered,

Th I “My Empl Work 7 is displ .
select the “ button at the bottom of the page. e welcome to "My Employer Workspace” page is displayed

You will need your User Name and Password for all future
activities in the Texas Internship Challenge site. Please write My Employer Workspace
thIS il“lformation down a I“Id keep |t in a secure p|ace Welcome to My Employer Workspace Gabrielle Guerra, View your Profile and Contact Information. This page introduces you t¢

selection from the items below.

D Services Preview

Page sections:

» Login Information w Pinned Links

« Employer Identification &

Ul Employer Acct.
» Primary Location Information
» Mailing Address

- Contact Information
« Company Profile
- Benefits offered

You cu

w Widgets

¥ My Correspondence ¥ My Calendar
0 Letters “« <
S

Successfully o
o Allow up to 72 hours for the employer verification process to be
Reg lSte red Page completed. You will receive a confirmation email. If the “Manage

Jobs” link is selected from the left navigation menu before
s %‘% @ g receiving confirmation, you will receive an error message.
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Dashboard ~ Alerts A l

Vv Quick Menu

2in

Account Information

e to ensure all information is up to date

e Notifications |
. Manage Jobs
Employer Information

Pin C3 has been successfully registered. Please make a selection below to continue. Employer Resources

POST A JOB

> LEARNHOW! | | POST TODAY! : Employer Portfolio
. . My Dashboard kge your recruitment effol jour jobs to thousands of qualified
‘ . To find more infdrmation about other services offered to employers, please click the li

After the employer verification email is received and you log

The next two pages are the Notice to Employers Regarding on to the site, a message will appear in the “My Employer
Job Bank Non Discrimination and Hiring Restrictions. The Workspace” page which says “You have one unread
successfully registered page is displayed. Select the “My message.” Select the “Close” button on the message. Select
Dashboard” Link. the “Manage Jobs” link from left navigation menu.
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Job/Internship Posting . Job/Internship Order
Wizard (cont’'d)

To exit without creating a job order, click the “Cancel” button.

= BAOSEOAD

Dashboard ~ Alerts  Accessibility ~ Mail  Calendar  Profile  Home  Sign Out

Ml Job Title, Company, Occupation or Military Code City, State, County, Region or Zip

Note: you have 30 days from the creation date to complete
the job order before it is deleted from the system.

Recruitment Services - Job Order System
Pin  Use this folder to manage your Job Orders. By clicking the Add New Job Order button you may enter Job Orders (employment ads) that can be viewed online by local job seeke

After completing the posting, the “Review the Job Order
Information” page will display.

[ Employer Portfolio ]

B Employer Profiles B Human Resource Plan

Review the information, to edit the information select
Job Orders Job Order Templates Application Questions the “Edit this Location of this Job” link at the bottom of each
section.

Add New Job Order

& Job Filter Criteria

You are able to add Job/Internship postings from this
option on the dashboard. The “Manage your Job Orders” page
is displayed. Select “Add New Job Order” button.

[ ] ——
Job/Internship

O rd er Wiza rd Account Information

Manage Jobs
Job Orders - Choose Title and Occupation Employer Resources
Step 1 of 10. Please select a title and occupation. Click Next to continue. Employer Portfolio

[ |

The first of the ten pages will display. The Job Order
creation will prompt you step by step to enter the
information for the new job order. After entering all
required information click the “Next” button at the bottom “Return to Job Orders” button.

of each page.

Scroll to the bottom of the page and select the
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m Manage your Job Orders . More Help
Page

The “Manage your Job Orders” page is displayed.

For further help on this and other application features, go
to “Other Services” from the Left navigation menu.
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Dushboard  Alens  Accessbilty Mol Colendar  Profle  Home  SignOu

e Tite, Company, Occuption o Moy Code iy, Stte, County Regionor 7
(ZEMSTIIRRTHIHSRG] Job Title, Company, Occupation o Military Code City, State, County, Region or 2

Recruitment Services - Job Order System

n Use this folder to manage your Job Orders. By clicking the Add New Job Order button you may enter Job Orders (employment ads) that can be viewed online by local job seekers. Click on a Job Order tdle in the table below to view its detals.

Reference Cards

[ Employer Portfolic |

These quick reference cards can be used to help you easily navigate through the main functions available in TX Internship. The cards are prov
8 Employer Profiles B8 Human Resource Plan

Job Order Templates Application Questions Job Skill Sets

Reference Cards

Employer User

Individual User

Recruitment Services - Job Order System

- Employer User PDF (4
Pin  Use this folder to manage your Job Orders. By clicking the Add New Job Order button you may enter| + Individual User PDF [% £mp G

You must have Adobe Acrobat Reader installed on your computer to view PDF files. If you do not have Acrobat Reader on your computer, it

1. Select “Assistance Center”
ob Orders b Ord: |} « 9 5
Job Order Templates 2. Select “Quick Reference Cards

3. Select the “PDF” link under the Reference Cards section.

TEXAS _TEXAS- For Assistance:
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A proud partner of the AmericanJobCenternetwork

Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request to individuals with disabilities.
Relay Texas: 800-735-2989 (TTY) and 711 (Voice).twc.texas.gov

This document contains vital information about requirements, rights, determinations, and/or responsibilities for accessing workforce system services. Language services, including

the interpretation/translation of this document, are available free of charge upon request. Este documento contiene informacion importante sobre los requisitos, los derechos, las

determinaciones y las responsabilidades del acceso a los servicios del sistema de la fuerza Iaboral Hay disponibles servicios de idioma, incluida la interpretacion y la traduccién de

documentos, sin ningun costo y a solicitud. Tai liéu nay co6 théng tin quan trong vé cac yéu cau, quyen han, quyét dinh, va/hodc trach nhiém dé st dung céac dich vu clia hé théng nhan
lwe. Cac dich vu tro gitip ngén ngty, bao gdm théng dich/chuyén ngir tai liéu nay, cé sdn mién phi khi quy vi yéu cau.

Quick Start Guide: Employers H


twc.texas.gov
mailto:WFSupportDesk@twc.texas.gov



