
ACEC Job Posting Walkthrough 

 

1. When you sign into the career center you 

will be directed to the over view page, seen to 

the right. This is considered home base for the 

career center. You can always access the 

overview page by selecting ‘Overview’ from 

the drop down menu located under ‘Your 

Account’ 

Employer Log In Link: 
http://jobopenings.acec.org/hr/login 

If you are not yet registered as an employer, 

you can do so here: 

 http://jobopenings.acec.org/employers/register 

 

2. To start the job posting process, select the 

‘Post a Job’ option from the overview screen. 

Highlighted in the picture on the right.  

 

 

 

 

 

 

 

 

3. You’ll now be at the ‘Create A New Job’ page 

where you will fill in the fields with your job-

specific information. Fields marked with an 

asterisk are required  

  

http://jobopenings.acec.org/hr/login
http://jobopenings.acec.org/employers/register


4. Once you are finished filling in the appropriate 

fields, select the ‘Save and Preview Job’ button at 

the bottom of the screen. Be sure to select ‘I 

agree’ after the Government Compliance.  

 

*Selecting ‘Save and Preview Job’ will save your 

job in your pending folder. If you need to walk 

away or are waiting for payment, your job will be 

saved once you hit that button. 

 

 

5. If you are happy with the way your job looks, 

select proceed to check out. If you wish to make 

edits, select the ‘Make Changes’ option.  

 

 

 

 

 

 

 

 

6. Select the package you wish to purchase based 

on duration of the posting OR the number of jobs 

in your package. The select continue at the 

bottom of the page.  

  



7. You will then be directed to the enhancements 

page. These packages are optional and are not 

required, however they can certainly help generate 

more exposure for your job posting. If you have any 

questions about the enhancements, feel free to call 

customer service at 888.491.8833 

When you are finished, proceed to the next page by 

selecting continue at the bottom. 

 

 

 

 

 

8. At the payment screen, you will see three main 

sections, the first is any promotional codes that you 

have for your job posting. If you have any 

marketing or promotional codes, enter them in the 

field and select recalculate to see your updated 

total. 

 

 

 

9. Next, you’ll want to verify the billing address is 

correct. This information is automatically filled in 

based on what you entered during registration. If 

this information is correct, you can proceed to 

entering your credit card information below. Select 

continue when you are finished. 

 

 

 

10. Lastly, be sure to select the ‘Process Order’ 

button on the last page. This is the final step in 

posting and will automatically send an email 

receipt and confirmation to the email listed as the 

billing contact on the account (Seen in step 9.)  

Once this is done, your job is online within the hour 

for the duration you chose! If you ever have any 

questions, customer service is available Monday 

through Friday, 8:30 AM to 5:30PM. 


