W Quick Start Guide

for Employers
Introduction

TexasinternNetwork.com, is a statewide site where you can post
internships and students can apply for them. This quick start guide
provides the steps for you to register as an employer.

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.
If you had a previous Texas Internship Challenge account, you can
log into the site with the same username and password.

Information You Will Need to Register

e Company Name * Mailing Address

* Federal Employer Identification e Contact Information

e Ul Employer Account Number ¢ Company Information
* Primary Location Information  Company Profile

* Benefits Offered
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n Start Here . Employer
Identification Page

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

) TEXAS INTERN it For e e Coiee
= NETWORK e R e el e |

Find Internships

Employer Identification

[ Advanced Search Options |

Type of Identification: (O Federal Employer Identification Number
O Social Security Number

Number (EIN) / Federal
Tax ID (FEID) or Social Do not enter dashes. Example 999001111
Security Number:

cotmramn [
Number:
Number:

Do not enter dashes. Example 99900111111

o [ ]

Account Number:

)

=

On the home page, click on the “Sign In or Register” button in the top
right-hand corner. This will take you to a page to create your account.

Zip code

Individual

Register as this account type if you are an individual and wish to search for the
latest job openings, post a résumé onling, find career guidance, search for training
and education programs, find information on local employers, etc.

If you would like to view Texas Intern
MNetwork as a visitor to see what services

are available, please select Guest Access.

i [
validate identification

information: 99999 or 99999-9999

« 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.

- Re-enter the Confirm Federal ID Number and Ul Employer
Acct. Number. Do not enter dashes

« Zip Code Section to enter your Zip Code

Select the “Continue” button at the bottom of the page.

Employer

Register as this account type on behalf of your company. Here you will gain
access to industry data, labor market information and job applicants for your
business. You can also pest job openings online.

If you would like to view Texas Intern
Network as a visitor to see what services

are available, please select Guest Access

When the sign-in page loads, click “Employer Registration.”
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Login Information Page . Successfully
Registered Page

When the Login Information page displays, enter all required
information. Once all required employer registration information
has been entered, select the “Save” button at the bottom of the

page.
x

4 Wty Db J Enaployer Information
Calendar  Home  Pireed Link

You will need your User Name and Password for all future
activities in the Texas Intern Network site. Please write this
information down and keep it in a secure place.

Employer Information

Texas Workforce has been successfully registered. Please make a selection below to continue.

What would you like to do next?

- To add additional locatiens or contacts, please click the link above.

o TEXAS INTERN
# NETWORK _

Al O B oo -
Verify Employer Registration Identification / Employer Registration

Hide Alerts Accessibility  Home
% indicates required fields.

E At this time, you may enter job arders for pasitions that you have vacancies for. These job orders will be placed in a hold status untid a staff
(3 member can verify your registration infermation. Please allow up to 3 business days for this verification process. You will be notified via this

systemn's message center and via email if you provided one during registration

I 828 i pachboard

To find more information about other senvices offersd to employers, please dick the link above.

Login Information This will bring up the “Notice to Employers Regarding Job
Bank Nondiscrimination and Hiring Restrictions Based on an
Individual’s Unemployment Status” page and its considerations.

*User Name:

Notice to Employers Regarding Job Bank Nondiscrimination
and Hiring Restrictions Based on an Individual’s
Unemployment Status

We advise employers not to automatically exclude job seekers based on their unemployment status unless the emplayer can show that an unemployment status

Enter User Name (3 - 20 characters, and
must include characters, letters or
numbers. Allowable characters are + @ .

Z)

restriction is related to the job posted and consistent with the employer's business needs. This type of screening requirement may unjustifiably limit the
employment opportunities of applicants in protected groups and may therefore violate federal civil rights laws. Any employer that submits a job announcement
containing restrictions or exclusions based on an applicant's unemployment status will have an opportunity to edit or remove the announcement.

Practical Considerations:

* |t could be difficult for employers to show that screening out applicants based on their current status as unemployed is job related
and consistent with business necessity. For example:
© Candidates for entry-level jobs and certain other positions receive relevant training upon hire.

@

© An applicant who currently is employed is not likely to be employed in a position identical to the position being filled.
Must be between 8 and 20 characters in length. © For jobs that do not require state-of-the-art knowledge, skills and/or abilities related to rapidly changing technologies or

One upper case character.

practices, the qualifications and experience that applicants acquired through past jobs do not automatically disappear during

One lower case character. the period of unemployment. Many of those who are unemployed for long periods of time before returning to work see their

One numeric character. earnings eventually bounce back to their pre-unemployment levels, suggesting little loss of their skills during unemployment.

1Special Character. (Allowable characters are ! @ # § % ~ * . and + o Even for those jobs that require state-of-the-art knowledge, skills and/or abilities of rapidly changing technologies or

practices, it cannot be assumed that the applicant has not taken steps to maintain proficiency in those skills and knowledge.

Moreover, current employment may not be useful in evaluating relevant experience and knowledge.

* Confirm Password: @

By selecting “Next” toward the bottom of the page you are
confirming your understanding.

* Security Question:
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My Employer Recruitment Services-
Dashboard Page Job Order System

TEXAS INTERN
= Ry REWSRK  coction voror - |
0 &| e ! ﬁ ﬂ ; My Dashboard / Job Ovder System

Dushboard  Mlerts  Accemibdiy  Mad  Calendar  Home  Parwed Links

Recruitment Services - Job Order System

Pn Use this folder 1o manage yeur Job Drders. By pressing the Add New Job Order button you may enter Job Ovders (employ-
ment ads) that can be viewed online by bkocal job seekers. Activate a Job Order tithe in the table below to view its detalls.

| Employer Portfolio ]
Good afterncaon, Notifications
Here are your updates
since your last visit!

I imployer profilos [ Wuman Recourcs Plan

You have O new applicants to review .
Manage Job Apcdicants | Don't Show AQain

Job Order Templates  Application Questions Job Skill Sets Tools and Technology

E You should revsew your Corporate Profile to ensure all information is up to date
Cormarats Profils | Dan't Show Again

Vou can review these itema 3t anytene by selecting

[(2B] -Employer Rescurces” on the "Quick Menu® within the
( “Dwectory of Services™ tab om the Dashboard, and then

selecting “Welcome Message”

& Filter Criteria

SEARCH CRITERUAdmtermal jobs criy and Complete bt

After the employer verification email is received and you log
on to the site, a message will appear in the “My Employer Show alobs including inactve and expired)
Workspace” page which says “You have one unread message.” -
Select the “Close” button on the message. Select the “Manage
Jobs” link from left navigation menu.

Recently Viewed

Quick Menu 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.

My Employer Workspace

My Employer Disoard Manage Jobs

Employer Resources
Employer Portfolio

Account Information

Services for Employers

Recruitment Services I Employer Prafiles B Human Resaurce Plan

Education Services

Job Order Templates  Application Questions Joh Skill Sets Tools and Technology

Labor Market Services

After the employer verification email is received and you log -
on to the site, a message will appear in the “My Employer
Workspace” page which says “You have one unread message.”
Select the “Close” button on the message. Select the “Manage
Jobs” link from left navigation menu.

& Filter Criteria
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Job Orders Creation
Review Job Order
Information

. Job Order Creation

Job Order Creation
Let's get your Job Post into the system quickly 50 you can startfinding great candidates! By answering  few simple questions

below we can help you get your job posted quickly. Alternatively, you can choose from all available options in the Job
Crestion Options section, If you are an H-28 employer, please glick here. (5

Create Job Order Automatically

Job Orders Creation - Review Job Order Information
This page provides a detailed summary of key bahi E ion abaut your job order,
ments they must meet.

baon Job Lsam o]

Create Job Order Manually using a Step by
Step Guide

Preview your new Job Order!
a8y il This preview lets you see how your job post will appear to job seskers. You can review the content and make adjustments to any employer-
n= configuratsle detalls using the Editable panel on the left side of the page, ensuring your pasting looks exactly as you intend before it goes live.

N Ei
oy s
iR !

Duplicate an Existing Job Order or use one of
your Templates

Job Order Summary

Almost done!

Please review the information below related to how applicants will interact with your job order.
When you are done, select "Complete” to submit this job order and start reviewing amazing

candidates.
o]

Job Order Number 1039
Expand Al Collapse All

Create Job Order Automatically

Create Job Order Manually using a Step by
Step Guide

w Job Application Methods Accepted @

Duplicate an Existing Job Order or use one of
your Templates
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m Job Orders- What's Next . More Help

Once you complete your job order creation the completion
screen should display. Towards the bottom of the completion
screen you will be prompted to select up to four options
select the title you would like to proceed with.

‘B L O EE AT e

le  Dashbosd  Aerts  Accessiy  Mal  Colesds  Home  Pined Lins

My Employer Dashboard Dimuﬁufsundu- How Wae Can Help You
My Employer Workspace

Welcome to My Employer Workspace Tia Tomes. View your Profile and Contact Infermation. This page introduces you to features available in the system,
lets you customize the content you are interested in, and offers suggestions to you. Please make a selection from the items below.

RFREVSRK

A~AQ L O METEB A X

Vide Dmbbowd  Aerts  Accessbiity  Mal  Colendor  Home Pinncd links

Job Orders - What's Next

Your job has been saved successfully, and here is a lst of active resumes that match your job criteria. If this is your first time posting, note that your com-
pany may need to be verified by staff before your job becomes visible to candidates. Below your matches, you can choose what to do next.

PRRE Congratulations!
=

g " Your new job order has been submitted to Texas Intern Network. Below are just a few of our

> candidates that just might be your next employee.

Twl

B Quick Menu

B Services for Employers

B Reports

B Other Services

= % @

Communication Center Appointment Center Learning Center Assistance Center
View messages that you may have: View appointments and upcoming events Access training videos and other material General information about the system,
received. that will help you effectively use this such as senvice offerings and email

Job Order: 1039 - Campaign Program Manager

Not Authorized

‘w Save this Candidate Search
If you would like to save this search criteria that found these results and setup a schedule to be notified when new candidates have been found matching this criteria, click the Save

search button below.

website. contact addresses.

Click “Other Services.”
e e i T B This will take you to the “Assistance Center.”
The Assistance Center provides:

search button below.

= 1. A Questions and Answers page.
« st ok you et do et 2. Links to Quick Reference Cards.
£ 3. Step-by-step tutorial videos on how to use the website.
Egiit this joby Vigw all ol 15 Candidate Search mmommmomu . . . . .
il eraloyou o s ool byt Fodndeenverisms s opon il kyoute These include topics like creating job orders and or employer
orders ns you need. and ﬂ;s'::s::: ::I;::;Wnnl resoUrceS.

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

For State Fiscal Year 2026 (Sept. 1, 2025 — Aug. 31, 2026), the Texas Workforce Commission funds 100% of Texas Intern Network activities from $30,000 of
Workforce Innovation and Opportunity Act federal funds.

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 dlsponlbles servicios de idioma, incluida la interpretacion y la traduccién de
documentos, sin ningun costo y a solicitud. Tai liéu nay cé théng tin quan trong vé cac yéu cau, quyén han, quyét dinh, va/hoac trach nhiém dé st dung céc dich vu clia hé théng
nhan Iwc. Cac dich vu tror gilip ngén ngir, bao gdm théng dich/chuyén ngib tai liéu nay, cé sdn mi&n phi khi quy vi yéu cu.
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