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APPLY FOR A JOB ONLINE (EXTERNAL APPLICANT) 
 

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

STEP ACTION 

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

 

2  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 

3 
To begin the application process,  click the Apply Now button. 

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. 
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STEP ACTION 

 

4 
Login by typing your User Name and Password in the fields provided, then click the Login button. 

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 

 

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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STEP ACTION 

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

• Upload a resume (proceed to step 8 for instructions) 
• Copy and paste resume text, or create a resume by typing it into the text editor (proceed to step 12 for 

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

Upload a Resume 

 

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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STEP ACTION 

 

10 
Edit the resume title, if desired 

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

11 
Click the Continue button 

Please proceed to step 19 to continue the application process 

Copy & Paste a Resume 

 

12 Click the Copy and paste resume text radio button, then click the Continue button 
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STEP ACTION 

 

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 

16 
Click the Continue button 

Please proceed to step 19 to continue the application process 

Select an Existing Resume 

 

17 …if the resume you wish to use for this application already exists, click the Use existing resume radio 
button and select the resume from the dropdown menu. 
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STEP ACTION 

18 Click the Continue button 

 

19 Select Preferences 

 

20 Scroll down to the Application Questionnaire and answer the questions by checking the appropriate 
checkbox(es) 
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STEP ACTION 

 

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

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

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

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

23 

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. 
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STEP ACTION 

 

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

25 
If you are a veteran of the U.S. Military, you may choose to check the Invitation to Self Identify as 
Disabled checkbox.  A menu will appear where you can check the box displaying further information, 
where you can check the Disabled checkbox. 

25 
If you are a veteran of the U.S. Military, you may choose to check the Invitation to Self Identify as 
Veteran checkbox.  A menu will appear where you can check the checkbox that describes your 
Veteran Status. 
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STEP ACTION 

 

26 

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

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. 

27 
Click the Submit button 

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

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