Apply for a Job Online (External Applicant) | Quick Reference Guide
PeopleSoft HR 9.1

Starting Navigation: http://careers.nisource.com

1 Click Search Jobs on the Careers page, then scroll down to review the Latest Job Postings

2 [] First [4] Previous |Ne_xt [ Last 2]
View All b ot 36
Job Titl Job ID Location
Billing Exception Specialist 909040 OH-Columbus
12/16/2011  Supv Operations 909041 IN-Michigan City
- i A aT——E. ey -

Desslect All _ Save Jobs | Apply Now | 3

To view a job you are interested in, click the Job Title link to view the job opening, or click the
checkbox to select it as one of multiple job openings to apply to

To begin the application process, click the Apply Now button.

3 NOTE: If multiple jobs are selected, the Applicant Questions from all job openings will need to be
answered. If many jobs are selected, this list can get rather lengthy.

Page 1 of 9


http://images.google.com/imgres?imgurl=http://www.aceee.org/images/Logos/NiSource.JPG&imgrefurl=http://www.aceee.org/conf/07ss/07ssindex.htm&usg=__61f6qnPuQB_pOuIX2tmLtk6QS0M=&h=320&w=1951&sz=183&hl=en&start=1&tbnid=GAFPE9nb6yhk4M:&tbnh=25&tbnw=150&prev=/images?q=NiSource&gbv=2&hl=en�
http://careers.nisource.com/�

Apply for a Job Online (External Applicant) | Quick Reference Guide
PeopleSoft HR 9.1

Login

You rust login or register in order to continue. Registar Here.

Llzer Mame: Passwoard:

Login
. Login Help Register Maow §

Login by typing your User Name and Password in the fields provided, then click the Login button.

4 If you have not yet registered on the site, please skip this step and proceed to step 5. Otherwise, once
logged in, please proceed to step 8

5 To register for an account, click the Register Now link

Register

Enter your new user name and password.

Enter Registration Information

*User Mame: |margarethnulihan
*Password: Iiliiiiiiil
*Confirm Password:  [essssssses|

Regist 7
ﬂl Eeturn fo Previous Page

6 Type a User Name, then type a password in both the Password and Confirm Password fields

7 Click the Register button
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A resume must be submitted as part of the application. There are three methods for defining the resume to be
used:

e Upload a resume (proceed to step 8 for instructions)

e Copy and paste resume text, or create a resume by typing it into the text editor (proceed to step 12 for
instructions)

e Select an existing resume (proceed to step 17 for instructions)

Apply Now
Choose Resume

To include a cover letter (not required) with your resume, please include it as page one of your resume.

Resume Options

How would you like to proceed?
8 ” Upload a new resume

- Copy and paste resume text

M Feturn to Previous Page

8 Click the Upload a new resume radio button, then click the Continue button
9 In the File Attachment dialog, click the Browse button, navigate to the resume file to be uploaded,
then click the Upload button.
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Apply Now
Enter Resume Text

Resume Text

Resume Title: |Hc:u|ihan, Margaret (Finance)| 10

Language: | English |
File Name: View Aftachrment
11
Continue | Clase | Click onReturn to Previous PAae jiny instead of the back button on the browser,

Edit the resume title, if desired

10 It is a good idea to name it something descriptive, especially if multiple resumes are uploaded that
may focus on different job types.

Click the Continue button

11
Please proceed to step 19 to continue the application process

Apply Now
Choose Resume

To include a cover letter {hot required) with your resume, please include it as page one of your resume.

Resume Options

How would you like to proceed?
(o Upload a new resume

12c Copy and paste resume text

M Eeturn to Previous Page

12 Click the Copy and paste resume text radio button, then click the Continue button
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13 Type a title for the resume in the Title field

14 Copy and paste (or type) the body of the resume

15 Use the formatting controls to format the resume

Click the Continue button
16

Please proceed to step 19 to continue the application process

e

Resume Options

How would you like to proceed?

¥ Use an existing resume Resumelco oct Resume. . j1?
to Use: ‘Bu rank.di

Select Resume. .

& Upload a new resume

. Copy and paste resume text

; 18
M Return to Previous Page

...if the resume you wish to use for this application already exists, click the Use existing resume radio

17
button and select the resume from the dropdown menu.
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18 Click the Continue button
Apply Now
Complete Application
Johs you applied for
Posting Title Remove
Financial Analyst il
I+ oh & th licatign before addinorem oy 0 3yl : a.
Regular Temporany: I Either - I
Full PartTime: [Eier =]
Desired Shift: Ay -
Minimurm Pay: Pay Frequency: I vI
Currency Code: UsD US Dallar
19 Select Preferences
Application Questionnaire
* How many years of financial anahysis experience do you have?
I Mone
T 8+ vears
T a-7vears
I 1-3vears
* What is your level of proficiency with Microsoft Excel {check all that apphd?
T mMone
[T Canmake minor revisions in existing spreadsheet
[T Cancreate spreadsheets
20 Scroll down to the Application Questionnaire and answer the questions by checking the appropriate

checkbox(es)
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Referral Information

**How did you learn of the job: I -

SubSource: I 21

Specific Referral Source: |

=Are you a former NiSource Employee or a former Employee of one of our subsidiaries
such as Bay State Gas, Columbia Gas, Crossroads Pipeline, Energy USA-TPC, Kokomo

Gas & Fuel, HIFL, HIPSCO or Horthern Litilities?
IND vl 22

23
M previous  [=Anply | |SaveAsDraﬂ] | Cancel | Careers Home Next *

Scroll down to the Referral Information and select the referral source from the How did you learn of
21 the job: dropdown menu

Select a SubSource, if available, and provide a Specific Referral Source if applicable

Select Yes or No to respond to the question asking if you were previously employed by NiSource or
22 one of its subsidiaries

NOTE: If you respond “Yes”, a field will appear asking you for your last date of employment.

Click the Apply button

NOTE: If you click the Save as Draft button to save your application without submitting it, you will
receive a confirmation email letting you know that you have NOT applied to the job. Draft
applications cannot be considered for a job. ONLY applicants who have applied to a specific job will be
considered for it.

23
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Submit Online Application

Self Identification Details

MiSaurce companies are Equal Employment Qppotunity (EED) employvers and do not discriminate in
any emploverfemployvee relations based on race, color, religion, sex, marital status, sexual orientation,
national origin, age, disahility, veteran status, or other characteristic protected by law.

mHiSource companies are subjectto certain governmental recardkeeping and reporing requirements
forthe administration of civil rights [aws and regulations. To comply with these laws, we invite you to
pravide the fallowing infarmation. Completion of this infarmation is valuntary and refusal to provide it
will not subjectyou to adverse treatment. The infarmation will be kept confidential and separate from
wour ather applicant information. The data will not be considered in making any employment
decizions. The information will be used only for legal reporting reguirements. When reported, data will
not identify any specific individual.

*Genter: | <

Ethnic Group

™ 1 decline to provide my gender andior ethnic gruup/

[fyou do notwish to provide your ethnic group and genderyou most select the decling check-hox
I Invitation to Self Identify as Disabled 24
[ Invitation to Self ldentify as Veteran 25

On the Submit Online Application screen, if you choose to, you may select your Gender and Ethnic
24 Group from the dropdown menus. If you choose not to provide information in both fields, check the |
decline to provide my gender and/or ethnic group checkbox.

If you are a veteran of the U.S. Military, you may choose to check the Invitation to Self Identify as

25 Disabled checkbox. A menu will appear where you can check the box displaying further information,
where you can check the Disabled checkbox.

If you are a veteran of the U.S. Military, you may choose to check the Invitation to Self Identify as

25 Veteran checkbox. A menu will appear where you can check the checkbox that describes your

Veteran Status.

Page 8 of 9


http://images.google.com/imgres?imgurl=http://www.aceee.org/images/Logos/NiSource.JPG&imgrefurl=http://www.aceee.org/conf/07ss/07ssindex.htm&usg=__61f6qnPuQB_pOuIX2tmLtk6QS0M=&h=320&w=1951&sz=183&hl=en&start=1&tbnid=GAFPE9nb6yhk4M:&tbnh=25&tbnw=150&prev=/images?q=NiSource&gbv=2&hl=en�

Apply for a Job Online (External Applicant) | Quick Reference Guide
PeopleSoft HR 9.1

Terms and Agreements

| understand that an offer of employment is contingent upan requirements that may include, but are not
limited to: heing legally autharized to woark in the LIS, successfully passing all pre-employment tests,
checks, screenings and meeting all specific job prereguisites and thatthe results may be grounds far
disgualifying me or terminating my employment if 1 am hired. | understand that any misrepresentation or
amission of facts requested in this application may resultin rejection of this application ar constitute just
cause for immediate dismissal whenever such misrepresentation ar omission is discovered.

|'also understand that if hired 1will be an employee atwill, which means that my employment with the
company is for no specified period oftime and may be terminated at any time with orwithout cause and
with arwithout prior notice by myself or the company, unless hired into a position covered by a collective
hargaining agreement inwhich case the terms ofthe agreement will apply. | further understand that this
atwill employment relationship may not be changed by any written documentation or by conduct unless
an authorized executive ofthe company specifically acknowledges the chanage in writing.

(o agree to these terms 26

¥ | do not agree to these terms

27 .
. Submit | Cancel

Eeturn to Previous Padge

Scroll down to the Terms and Agreements. Read the text carefully. If you agree to the terms, click the
| agree to these terms radio button.

26 NOTE: Agreement with these terms is a condition of application. If you do not agree, you will not be
able to submit your application for the job.
Click the Submit button

27

When your application is received, you will receive a confirmation email.

My Applications
™ ou have successfully submitted your job application.

My Applications
Display applications from: |'jithin Last ¥Week ~| _Refresh |

[“First [4]Previous | Mext [F]Last [

Applications In Progress

Application Status Application Date
Financial Analyst Applied 28 12172011 8:59AM

28 The My Applications screen is displayed, showing that your application is in Applied status
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