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APPLYING FOR JOBS AS AN INTERNAL APPLICANT 
 
Log in to Workday from CougarWeb > My Workplace > Workday or via Collin.onelogin.com.  
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From the Home page: 

1. In the search bar, type Find Jobs.  

2. Select Find Jobs under Tasks and Reports. 
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3. View all open jobs or select filters to narrow your search.  
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4. Click the job title to view the opening, and click Apply to begin your application.  
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5. Review your job history, education, and more. Be sure to upload your resume, cover 
letter, and all transcripts needed to meet the educational requirements for the 
position. Even if HR has this information, you must attach transcripts for all internal 
applications. If you need to update your profile, click Go to Your Profile.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Education details here 
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6. Answer all screening questions. When finished, click Submit. 
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