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Applying for MK EPO Screening Guide 
   

Purpose   
This instruction will document the Direct Access procedures required to apply 
for an MK EPO screening. 
 

Procedure  Follow the steps below: 

STEP  ACTION  

Note: These instructions assume that you are logged in to Direct Access and are 
looking at the Home page. If you need assistance with Direct Access please 
contact your local computer administrator. 

1.  
From the Home page click Self Service. 
 

 
2.  

Click on Employee then Tasks. 
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3.  
Click on Create e-Resume. 

 
Result: You are presented with the View Job Postings page. 
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4.  
Click on Position Source then choose Command Screening for the drop down 
list. 
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5.  
Enter MK in the Job Family field then click the yellow Search Button. 
 

 
Result: The MK EPO Screening Panel position is displayed at the bottom of 
the page. 

6.  
Note: The below screen shot is the bottom of the page shown in the previous 
step. 
Under Job Basket on the right of the screen place a check mark in the box 
then click the yellow button Add Selected Job to Basket. 
 

 
Result: It seems like nothing happened but if you noticed the check mark on 
the right has been removed as the job has indeed been added to the Job 
Basket. 
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7.  
Click on View Job Basket. 
 

 
Result: The Job Basket page is displayed.  

8.  
Click on Apply for Jobs in Basket. 
 

 
 
Result: The Apply for Jobs page is displayed. 
Note: Job Code will default to MK1; this applies to all MK1, MKC, MKCS 
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9.  
Ensure you go through all steps 1 through 13. 
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10.  
On step 12 of the E-Resume process enter the Employee ID of the Endorser in 
the text box provided. 
 
Note:  An endorsement is required. DO NOT place a check mark in the No 
Endorsement Required check box. 
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11.  
While still on step 12 of the E-Resume process click the yellow arrow 
pointing to the right to move the MK EPO Screening Panel position to the 
right. 
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12.  
Notice how the MK EPO Screening Panel position is shown on the right of 
the page, this indicates that it is the number one job in the basket. 
 
Now click on the yellow Next button. 
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13.  
When you are satisfied that everything is correct click the Submit button. 
 

 
 

14.  
If you forget to enter the Employee ID of the endorser you will get the 
following message. Go back to step 10 of this guide (Or step 12 of E-Resume 
Process) to correct the problem. 
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15.  
After pressing the Submit button you should see the following page. 
Click the yellow OK button. 

Result: Your E-Resume is displayed for easy printing if desired. 
End of 
Document. 

 
Congratulations! You are done applying for MK EPO Screening. 

 


