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AlaskaJobs Employer Account Registration and Verification 

1) Navigate to the AlaskaJobs home page at  https://alaskajobs.alaska.gov . Read alerts, 
news and announcements for employers, and click on the ‘Log in’ drop down in the upper  
right corner. 

 

 
 
 
2) Select ‘Employer’ 
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3) You will be directed to the myAlaska ‘Sign In’ screen.  

• You must have a myAlaska account for each user type in AlaskaJobs, such as an 
individual seeking a job, an employer  recruiting for a position/submitting Work 
Opportunity Tax Credit (WOTC) requests, a Service Provider, or a Grantee Case Manager.  

• If you have multiple businesses with different FEINs, you will need a myAlaska account 
with a unique Username for each AlaskaJobs registration.  

• If you are a Third Party Agent (TPA) representing more than one business, you can use 
one myAlaska account to register as a TPA in AlaskaJobs. You will need written 
authorization from each employer you represent, and each will need an AlaskaJobs 
account. 

 
 

 
4) Next steps: 

• If your business has an existing ALEXsys/AlaskaJobs account, you will need your first 
name, last name, phone number, and zip code exactly as they appeared in your ALEXsys 
registration or in your new staff-created AlaskaJobs account.   

 
• If you are: creating a new AlaskaJobs registration via self-service; verifying and 

connecting to an AlaskaJobs account staff created for you; or you do not remember your 
ALEXsys employer account Username and Password, continue to step 5. 

 
• If your business had an account in the ALEXsys system and you know your login 

credentials, enter those and ‘Sign in.’ You should be directed back to the AlaskaJobs 
home page. Skip to step 10 to verify your account. 
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New myAlaska account registration  

5) If your business has never registered in ALEXsys or AlaskaJobs and you want to create a new 
account, job center staff have created a new account for you and you want connect to it for 
the first time, or you do not remember your ALEXsys employer account Username or 
Password, select ‘New User: Register for a myAlaska Account’ on the myAlaska Sign In screen. 
You will see the ‘New Account’ screen next:  

 
6) Save and enter your new myAlaska account information. This should be the same 

information you will use for your AlaskaJobs account. Read and accept the User 
Agreement and select ‘Start Registration.’ You will receive a verification email from 
myAlaska. 

 
7) Follow instructions in the myAlaska email, which provides an email verification link which 

you must follow within 24 hours or start the registration process again. 
 
8) Following the link should lead to an ‘Account Confirmation’ Screen: 
 

  
 Enter the same Username and Password you will use for your AlaskaJobs account and 

continue. You will be redirected to the myAlaska ‘Sign In’ page again. 
 
9) Sign back into myAlaska. You will see that your myAlaska account has been confirmed 

successfully.  Select ‘View Your Services,’ then AlaskaJobs. 
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then 

 
10)  You will be redirected to the AlaskaJobs home page. Log in as an Employer, same as step 2. 

11)  You will be directed to a Privacy Agreement screen. Read and accept to continue. 

  
 

12) Next Steps: 
 

When you are redirected to the AlaskaJobs home page, log in as an ‘Employer’ again and 
you will see a screen asking about your user type and prior registration: 

  
• Only if your business had an ALEXsys account or has an AlaskaJobs registration 

that has not yet been verified via myAlaska,    select ‘Yes, Verify my account’ and 
continue to step 13. 

 
• Only if your business never had an account in  ALEXsys or AlaskaJobs, select 

‘No, Start a new  registration’ and skip to step 18 below to create a new AlaskaJobs 
account.   
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 Verifying an existing AlaskaJobs registration 

13) To verify an existing AlaskaJobs account, select ‘Employer’ and ‘Yes, Verify my account,’ 
then hit ‘Next.’ 

 
14) Complete the required fields in ‘Your Information’ to connect to your AlaskaJobs 

registration. The information    should be for your individual contact information and must 
match how it is entered in the existing employer registration. 
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15) Hit ‘Next.’ An email verification code will be sent to your email address in the AlaskaJobs 

registration. Enter it on the Email Verification screen.  
 

• If you do not receive an email verification code, check your junk/spam folder. If you are 
not able to find it, contact your nearest Alaska Job Center for staff assistance. 
 

• Use your myAlaska Username here. 

 

 
16) You will be redirected to the AlaskaJobs home page. Log in as an ‘Employer’ as in step 2, 

then log in via myAlaska again. Read and agree to employer notices. 
 
17) You will see an AlaskaJobs screen asking you what you would like to do next. 

Congratulations, you have verified your employer account in AlaskaJobs! See step 25 for 
more options, and step 29 to find more information about recruiting in the AlaskaJobs online 
labor exchange system.  
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New AlaskaJobs account registration 

18) After step 12, for self-service new account registrations select ‘Employer’ and ‘No, Start a 
new registration’ on the Type of User screen in AlaskaJobs. 

 
 

19) Read and agree to the Employer Acceptable Use Policy Access Agreement. 
 
20) On the next screen, select your ‘Representative Type.’  Select ‘Direct Representative’ unless 

you are a Third Party Agent seeking to work on behalf of multiple employers to perform Work 
Opportunity Tax Credit or Recruiter management in AlaskaJobs.  

 
• Most Recruiter employers are Direct Representatives.  While there is only one account per 

employer/FEIN allowed in AlaskaJobs, a Direct Representative primary contact can add 
contacts and locations to their accounts to allow their employees to access AlaskaJobs to 
recruit at multiple locations.  

 
• Third Party Agents will require written authorization provided by each employer in order to 

work on their behalf. 
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21) Select your account type(s) on the ‘Representative Type’ screen. 

 
 

22) Complete all required fields on the ‘Verify Employer Registration Identification’ page 
indicated by red asterisks.  

 
• AlaskaJobs requires a unique valid FEIN for each employer registration.  
 
• You will be able to add multiple locations and contacts to your account once registration is 

complete.   
 
• Accidental duplicate accounts for one employer/FEIN will require staff assistance for an 

account merger and can delay your recruitment activities.  
 
23) Continue to ‘Employer Registration.’ Complete all fields indicated with a red asterisk. Save. 

 
• Your Primary Location can be in any state or territory, however your account must indicate 

at least one bona fide Alaska location which will be confirmed by job center staff prior to 
enabling your account.  

 
• Note that not all communication issues from AlaskaJobs via text. All communication 

issued via email, text, or mail will also populate in your AlaskaJobs message center. 
 

24) Read each of the following notices and select Next indicating you understand and agree. 
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25) You will see the ‘Employer Information’ screen indicating that your business has registered 

successfully. Congratulations! 
 

  
 

• Make a selection to ‘Add Locations and Contacts’ for any additional worksites and staff 
who will work on your behalf in AlaskaJobs.  

 
• Locations will be available to select on job orders and must have verifiable street 

addresses in Alaska.  
 

• Each contact may be associated with one or more locations.  
 

26) AlaskJobs will send you an email verification. Follow the instructions, log out and log back 
into AlaskaJobs again.    

 
27) You must add at least one job order ready to open to be enabled for Recruiter access by job 

center staff. You may access and manage your account information, contacts and locations, 
as well as add and edit job orders while your account remains in Pending status.  
 

28) Job center staff closest to your location will review your new registration and job order(s). 
They will reach out to you for further information in order to enable Recruiter access for your 
account to open your job orders and allow you to search for and view candidates.  

 
29) See the ‘User Guide for Employers’ and courses in your ‘Learning Center’ for more 

information about using AlaskaJobs, or reach out to your nearest Alaska Job Center for 
assistance. Note that images in these guides may vary from the appearance of AlaskaJobs, 
and some functionality may differ.  

https://jobs.alaska.gov/offices/index.html

