
JobConnect Posting 
Instructions

For Job Seekers



Step 1
• Go to the Canadian Payroll Association’s 

Website at www.payroll.ca and choose 
English or French.

http://www.payroll.ca/


Step 2
• Login to the website using your User ID 

(five or six digit number) and Password.  
The login is located on the right hand 
corner of the page.



Step 2
• If you have forgotten your password, there 

is an area where it can be reset and sent 
to your email address.



Step 3
• Once logged-in, click on the JobConnect 

icon along the grey menu bar.



Step 3
• You should then be at the following page.



Step 4
• In order to post a resume, under ‘Job 

Seekers’ click on ‘Create a New Account’.  
If you have already created a new account 
with JobConnect,  click on ‘Login to my 
account’.



Step 5
• This next screen must be filled out, with all 

fields with a ‘*’ beside being mandatory.



Step 5
• Some important points on the previous 

screen are to create a JobConnect specific 
User name and Password.  It can be kept 
the same as your existing CPA User ID 
and password, but it will still need to be 
re-entered.

• Check all boxes to make sure it has been 
entered correctly and that nothing has 
been omitted.



Step 6
• After creating your applicant profile the 

next screen that should be used is the 
applicant home.



Step 6
• 3 Key areas on this page are:

– Applicant History – Will display the jobs you 
have applied for and your current applicant 
status.

– Search for Jobs – Lets the job seeker use 
different criteria (geography, skill) to search 
for a job.

– Job Search Agents – This tool can be used 
to have e-mails alert you to new postings.



Step 7
• The next screen to enter is the resume 

edit screen, which is located under profile.



Step 8
• After clicking on my resume, the following 

screen should appear.



Step 8
• One tip during posting is to click on the ‘Format Text Resume’ box 

and paste your resume.  This allows all formatting to stay on resume 
text.  Otherwise the text will have to be reformatted if it is just 
pasted.

• Previewing a resume will also ensure that it is correctly formatted.

• The next screen allows you to specify skills and past positions held 
in payroll that helps better match applicants to a position.  It is ideal 
to include all applicable positions/skills in this area.

• Your resume can also be made confidential (will not display your 
name) or private (will not be stored in JobConnect’s database), 
depending on the options you choose in privacy.



Additional Tips
• Make sure all of your information is filled out in 

your profile and there are no spelling/grammar 
mistakes in your resume.

• If you are actively looking for work, do a daily 
search for postings in your area.

• Update your resume regularly (weekly or 
monthly) on JobConnect.  An updated 
resume/profile will attract more employers as 
they frequently look for the most recently posted.



Troubleshooting
• If problems occur with the technical aspect of 

JobConnect, please contact Workopolis Niche 
networks at 1-888-641-4047 x 8310.  They can 
also be emailed at jobconnect@payroll.ca.

• If you are having difficulty with your CPA User 
ID, please contact member services at 416-487- 
3380 x 118 or toll free 1-800-387-4693 x 118.

mailto:jobconnect@payroll.ca
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