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Internal On-Line Application Instructions

Logglng in On-site
From a kiosk located in Human Resources or in Uniforms go to the
Coyote Connection and click on “Employee Self Service Link”

/2 Coyote Connection Homepage - Windows Internet Explorer —I=lx]

[[2] Feto:icovoteconnecton EIEER B Rl

File Edt Wiew Favorites Tools Help
Go gle [ ] #B seeren -

s Favertes | 5 [ ugaesced Stes + @ FresHotmal € Start. @ | e Slee salery ~

More » _ sgnin A v

(& Coyote Connection Homepage: i - [ Y @ - Page~ Safety - Tooks - (Eh~

SPIRIT MUUNTAYN CASINO s

2CONNECTION

ALL THE LATEST...
[Today is 10/12/2011, the time is 4:37:42 PM
<
The Library Use the links below to quickly access basic information..

1S HelpDesk Highlighted Features

Global Reporting Fraud, Waste, or Abuse
DELIBEHOEY Employees are encouraged to report suspected theft, fraud, waste, abuse, unethical or illegal activity in the workplace. GRGC
and SMGI have set up an online reporting tool for this purpose:

« Phone: 1-877-778-5463

-~
e Website: Reportlt
o Username: grge

RepOItTt « Password: reportit

[The phone line and website are NOT to be used for the purpose of reporting employee relations concerns, including
harassment claims. These should be directed to HR or by emailing employee_relations@spiritmtn.com.

&

Employment Links

&

Internal
Employee .
° Applicants
Self Service
Call %3908 for nser accaunt info =]

pore T (e [Fa~ [®Rioow =

i) start| 0] Inbow-Mailb... | 1 1Reminder | @ Danialle Fic... [ @ Coyote Conn.. ) Application I... | (3] internal appli..| (1] External appi..| [« 0|77 4:38pm

Remember: All applicants must have an email address prior to going on-line to
submit their application. If the applicant needs to set up an email account see the
instructions for “Creating an Email Account with Yahoo”,

2. Lo= in to xour UltiPro account.
/2 UltiPro - Windows Internet Explorer =%

@ )= [ hetps://czar intersourdng, comLoin aspiReturnLr=.2F HENEIE 2 B £~

Fie Edt Vew Favortes Toos Help

Go g[c| j 8 seerch - ‘ Mare 3> _ Sianln A -

Sy Favorites | o [ sugassted Stes + @ FresHotmal @) Start £ Wb Slics Galery

iy UtPro ‘ ‘ B v E) - ) - page Sefetyr Took+ @+

@ULTIPRO

User name
Password

rowsre =v 7 ULTIPRO'

Language
+ Viswin En

Done [T T [ [ @ mntemst [Fa - [®iowe - 4

) start| | 0] Inbox - Mailbox - Dan... | (] internal Applicant on...| (1] External Applicant on... || & ultiro - windaws Int... « 057N wsrpm
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Drag your pointer over the “
Openings”

/2 Danielle F Dickey - 001758 - Spirit Mountain Gaming, Inc - Windows Intarnet Explorer

My Company” tab and select “Job

=l=lx]

G-

[ it jecar intersourcing,comydzauit =cp -

42| x| [*F 5000 £|-

Fie Edt Wiew Favortes Tooks Help

x Go gle|

More » _ sgnin A v

j 2 search ~

s Favertes | 5 [ sugaested Stes + @ FresHotmal € Start. @ ] e Slee salery ~

G Daniele F Dickey 01758 - Spirt ouneain Garing, T ||

T - B - U - Page~ Safety - Todks - (@~

, N i MOUNTAIN
Fa CASING
| T
My Company

Company Info
Electronic Forms
Job Openings

= ractices from
Training Schedule "

@ reedback | Inbox | Prefersnces ¥ Help ¥ Logeut

Company Info Links

[ sMC Position on Unions
Spirit Mountain Casina’s Pesition on Unions. Far mere information, please click on
the follaving link.

UltimateSoftware.com & Reporting Fraud, Waste, Abuse

Employess are encoursged to report suspected theft, fraud, vaste, sbuss,
unethical or illegal activity in the workplace. GRGC and SMGI have set up an online
raporting tool for this purpose: » Bhona: 1-877-778-5483 » Website: Reportlt »
Uszmame: grge s Pazswerd: reportit. The phons lins snd websits ars NOT to be
timed o #h cmnlan rela

Human Resource News

O Family Resources & Childcare

~ rrnnee of ren.

canreme. incudinn

For information relating to family resources and childcare choices in the area,

Mors >
plaszs click on the folloving link

[ Yamhill County Transit

For information and schedules relating to low cost transportation services in the
ara3, plasza click on th folloving link

[ VOICE- EE Suggestion Program

More ¥

Copyright & 1997-201 4, The Uhimate Software Group, Inc. All rights reserved. Fowss o @ ULTIPRO

Waiting For https:/fetgr intersourcing, com/Home. aspx. .. | |

@ vt
14 start| | O] Inbos - Mailbox - Dan... | (if] Internal Applicant onl..| [if] External Appicant on... | gbarug"gFDmkgy 00..

[~ [®ioo% ~
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Logging in From Anywhere:
1. Go to our Home Page: http://www.spiritmountain.com and click on the
“Careers” link at the bottom left.

Remember: All applicants must have an email address prior to going on-line to
submit their application. If the applicant needs to set up an email account see the
instructions for “Creating an Email Account with Yahoo”.

fj Spirit Mountain Casino - Windows Internet Explorer == LI

@ b4 IR hittp: j/spiritmountain, com/ _"J (|2 X |-.' Google P~
?ilz;iEdit View Favorites Tools Help
Go gle _v_| *3 search ~ } More 3> _ Signin % -
Favorites | 55 [ Sungested Sites ~ @ Free Hotmal @ | Start € | Web Sice Gallery ~

| = v Page~ Safety v Tools v Ov 2

+. | A Spirit Mountain Casino x

=2 ~ | €@ Danielle F Dickey - 001758 -

Wina 2011
American Made
Car or Truck!

UPCOMING EVENTS @ 3 C SOCIAL CONNECT ©

Email Address* SIGN UP

4 http: J{spiritmountain. com/careers | [ ‘(5» \ \v@fntemet | % 100% - /;

a4 Startl 0| Inbox - Mailbox - Dan... | /& spirit Mountain Casin... ') Application Instructio... I@Externalnpph:antﬂn l \« 0 rﬁ 2:23PM

10/18/11
Procedure Manual


http://www.spiritmountain.com/

Human Resources

A PROCEDURE MANUAL

SPIRIT MOUNTAIN
CASINO

AREA: Human Resources
SUBJECT: Internal On-Line Application Instructions
AUTHOR: Employment Team

Select the Internal Applicants Button

2 Careers | Spirit Mountain Casino dows Internet Explorer —1=3lx|
@H < [A hitp:jspirtmountain. com/c £l
Fie Edt View Favortes Tools Help

Go gle ‘ Search ~ | More _ Signin 9 ~

- Favorites | 45

VIEW ALL PROMOTIONS ©
This is your chance to become a team member at Spirit Mountain Casino. We offer competitive wages. a great benefits

package and a world of opportunity. In addition, Spirit Mountain Casino incorporates our Guiding Values into our daily
operations. What are you waiting for?

EXTERNAL APPLICANTS

Tribal and non-tribal member applicants who have either been Spirit Mountain

employees, temporary agency employees or have never been Spirit Mountain employees
should apply using the extemnal application link

External Applicant Instructions.pdf

INTERNAL APPLICANTS
You will be directed to Ultipro website to login: where you can view and apply for job
openings. When logged into Ultipro, please select My Company on the home page and VIEW ALL WINNERS ©

then select Job Openings

Applicants that are either tribal or non-tribal that are currently employed at the casino
should apply using the interal application link.

Internal Applicant Instructions.pdf

NEED HELP?

Learn how to create a Yahoo Mail Account

T T (@ mkemet
dstan 0| Inbox - Mailbox - Dan... || @ Careers | Spirit Moun... ) Application Instructio...| (W] External Applicant on... TN 224PM

Submitting the Application
1. Once you have found a job that you would like to apply for, click on the
job title, this will upload the “job details” screen.

/2 Spirit Mountain Casino Careers, Grand Ronde, Native American Casinos | Spirit Mountain Casino - Windows Internet| —|=x]
@v [&] https:juww10.ultirecruit.com e T=ExtCan I EYIEISIES P~
File Edit View Favorites Tools Help
Go glvz‘ Search - | More » _ Signin 9 ~
<+ Favorites \»

s~ &]FreeHotmal €| Start £

(& spirit Mountain Casino Careers, Grand Ronde, Native ...

SPRIT FCUISIRIN GETTING HERE COYOTE CLUB
CASINO

CAREERS

Browse Open Jobs
Search Open Jobs
View Application Status
Edit Your Profile

About Us
Employment
Contact Us

Browse Open Jobs

Showing Records: 1-3
Total Records: 3

Post Date |Requisition Number

10/7/2011  11-0309 Call Center Representative (Part-
7/1/2011 | 11-0168 1.T. Network Engineer Il
7/1/2011  11-0129 Multi-Game Dealer

[T [@nternet

art| O Inbox - Mailbox - Da... ] (& Careers | Spirit Mou... ] (€ spirit Mountain Casin... _J Application Instructi... | (W] External Applicant On... | ‘« =| u\’f’giigﬁh
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2. At the bottom of the “job details” screen you will have (2) options. (1)
“Apply On-Line” or (2) “Send This Job to a Friend.” (You will need to
have the friend’s email address available for the second option).

Spirit Mountain Casino Careers, Grand Ronde, Native Ams Windows Internet Explor —l=1x|

@j’j =[] heeps: fjvnaw1 0. itrecrue com/SPL1002 JobBoardfJobDetals. aspa_ID=rBnzzpanssaceasss  v|| & || || ¢e || x ﬁGnng\e £l
Fie Edt Vew Favortes Took Help

x Go gle jﬂsﬁr:h + | More»> _ Signln & -
7 Favories I 5uggested Stes @] Free Hotmal £ Start ] Webs Sice Gallery =

. _»
& Spirit Mourtain Casino Careers, Grand Ronds, Native ... 3 B - [ o - Page - Safety + Toos - @

RS
£ Required Skill in

+ Perfarming a variety of receptionist duties and clerical functions
« Operating phane cansoles and overhead paging systems.

« Answering and directing high volumes of incoming calls.

- Responding to caller inquiries and providing customer assistance.

- Establishing and maintaining effective warking relationships with others.
« Organizing and prioritizing duties.

« Managing the length of telephone conversations.

| « Evaluating guest level of play.
| Education, Experience, Licenses, Registrations, and Certifications
« High School Diploma or equivalent, and two (2) years high volume
| | in an where data entry and clerical
functions were also required ibilities or equivalent of
| | education, training, and experience.
« High security gaming license issued by the Grand Ronde Gaming
| | Commission
] Factors and Conditi hysical Req

Work is performed in an office emironment.
- Work is subject ta sitting, standing, walking, bending, reaching,
kneeling, and lifting up to 10 pounds.

Equipment and Tools Utilized:
= Equipment utilized includes personal computer, standard office
equipment, and telephone with intricate vaicemail system

Apply On line
| Send This Job to a Friend
[pone [T T [ @ mtemet [Fa = "o -~ 4

#/start]| | O] nbox - Mailbox - Da... | & Careers | Spirit Mou... |[ @ Spirit Mountain Casin... ) Application Instructi.. | (W] External Applicant On..| [« 1 057 237m
3. After selecting to “Apply On-Line”, you will be prompted to either login or

create a new account. If you have not applied on-line with us before you

will need to select “Click here to create a new account.” (You will need

=8|
Dl
Fle Edt Vew Favorles Took Hep
x Go gle Search ~ | More » — Sgnin A -
¢ Favorkes | 13 -
@ 5piit Mountain Casino Careers, Grand Ronde, Native ... 2 - B) - e v Page~ - Took- @ 7

Safety
—

CAREERS
Browse Open Jobs
Search Open Jobs

View Application Status
Edit Your Profile

About Us
Employment
Contact Us

Login
First Time User: Click here to create a new accoul

Returning Users: Enter your email address and password below to login to the Career Site.

E-mail Address |

Password

[Done [T [@mtemet [Va - [®io0% -~

@start| 0| Inbox - Mailbox - Da... | & Careers | Spirit Mou... || Spirit Mountain Casin... ) Application Instructi... | (1] External applicant on...| [« 1 0|5P M 2:40pm
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4. When creating a new account all (*) required fields, must be populated, if

10.

11.

12.

13.

14.

it truly does not apply to you, mark it “NA”, however all applications will
be screened and if pertinent information is not completed, the application
may not be considered. (Note: the resume section can be noted NA,
there will be an opportunity to upload a resume later in this process.)

Be sure that the address and phone number information is complete.
Home Phone Number is required, and will be verified; if you do not have
a home phone number leave a message phone number with an “M” in
front of the phone number to note that it is a "message” phone.

Email address is required, and applicants will need to create a password.
You will be prompted with a secret question in the event you forget your
password.

At this point you will have the option to upload a resume.

Complete the “General Information” and “Education” screens. (Multiple
Screens)

There are (10) separate sections for “Employment History Status”.
Detailed information for the prior ten years of work history must be
completed for the application to be considered. If there are gaps in
employment dates those reasons must be noted. (example: unemployed,
student, homemaker, etc.) Submitting a resume will not be considered in
lieu of completing the 10 years of work history. This information MUST
still be completed.

There are (2) sections of skills assessments. The applicant should check
all skills that they are proficient in performing.

There are (5) sections for license and certification information. If an
applicant has more the (5) to list they will want to list the ones of greater
importance as they relate to the job(s) they are applying for.

Applicants will need to list (3) references. Again this area is an area that
must be complete, or the application will be considered incomplete.

The authorization screens must be initialed and completed, or the
application will be considered incomplete.

There may be additional job specific questions that the applicant must
complete or the application will be considered incomplete.

Congratulations, you have completed your on-line application!

10/18/11
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Edit Your Application

Go to our Home Page: http://www.spiritmountain.com and click on the

“Careers” link at the bottom left.

/2 Spirit Mountain Casino - Windows Internet Explorer =& x]
@ H A4 I)“\ htkp: /[ spiritmountain, com/ 3 2| X I'.":‘EJ;E P~
File Edit View Favorites Tools Help
Go 3[6 ‘ ] il i‘Search > More >> _ SignIn 9 -
Favorites | 5 L Suggested Sites v @ | Free Hotmail € | Start @ | Web Slice Gallery ~
55| ~ | %@ Danielle F Dickey - 001758 - ... | A Spirit Mountain Casino X 2y v E) v ) o= v Page~v Safety~ Toos~ @+

Wina 2011
American Made
Car or Truck!

UPCOMING EVENTS

Email Address*

| 4. | http:f{spiritmountain. comfcareers (= \7 \@> == \@ Internet fw‘“. 100% ~ 2
A/ start| | O] Inbox - Mailbox - Dan... || & spirit Mountain Casin... ) Application Instructio... | (] External Applicant On... |« 0PN 223PM
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1. Select the Internal Applicants Button

{2 Careers | Spirit Mountain Casino - Windows Internet Explorer -1=]x]

E|E e

% [ A bty spitmountain.cor

Fle Edt View Favorites Tools Help
x Go gl jﬂsaavch'
. Favorites \ s s

55| ~ | €@ Danielle F Dickey - 001758 - ... | A Careers | Spirit Mountain... X o Y ) v Pagev Safety~ Tools~ @~

=

More > _ Signln 9 ~

£ | Free Hotmail & | Start £ W

»

VIEW ALL PROMOTIONS ©
This is your chance to become a team member at Spirit Mountain Casino. We offer competitive wages, a great benefits

package and a world of opportunity. In addition, Spirit Mountain Casino incorporates our Guiding Values into our daily
operations. What are you waiting for?

EXTERNAL APPLICANTS

Tribal and non-tribal member applicants who have either been Spirit Mountain

employees, temporary agency employees or have never been Spirit Mountain employees
should apply using the external application link

External Applicant Instructions.pdf

INTERNAL APPLICANTS

You will be directed to Ultipro website to login; where you can view and apply for job
openings. When logged into Ultipro, please select My Company on the home page and VIEW JOB POSTINGS
then select Job Openings

VIEW ALL WINNERS ©
Applicants that are either tribal or non-tribal that are currently employed at the casino

should apply using the intemal application link

Internal Applicant Instructions.pdf

NEED HELP?
Learn how to create a Yahoo Mail Account

[ [T (@ mtermet [Fa - [®ioo% ~
4/start| 0| Inbox - Mailbox - Dan... || @ Careers | spirit Moun... ) Application Instructio...| (W] External Applicant On... | « 05PN 224pM

2. This will display our current job listings, and also bring you to the
options screen needed to “Edit Your Profile”. Once you have
selected this option it will prompt you for your email address and
password information.

ive American Casinos | 5 lountain Casino - Windows Internet

vi-gicn =&

{2 Spirit Mountain Casino Careers, Grand Ronde,
K [&] hetps: i

Fle Edt View Favorites Tools Help

0.ultirecruit.co

Search | More > _ SinIn A -

x Go gle ‘

i Favortes | 525 K= v @ FresHotmail € Start £ Wb Sice Gallery +

(& spirit Mountain Casino Careers, Grand Ronde, Native

SPIRIT MOUNTAIN GETTING HERE COYOTE CLUB
CASINO

CAREERS

Browse Open Jobs
Search Open Jobs
View Application St
Edit Your Profile

About Us
Employment
Contact Us

I E RN

Browse Open Jobs

Showing Records: 1-3
Total Records: 3

Post Date ‘N quisition Number ‘Tlﬂe e
[Done [T @ ntemet [
#/start| 0| Inbox - Mailbox - Da... | /& Careers | Spirit Mou... [[72 spirit Mountain Casin... L) Application Instructi... | (W] External Applicant On...| [« 1 O|P ¥ 2:28pM

- [®io0% ~
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3. After the login information has been entered, it will open up to
your application and you can then modify or complete the
information. You can move from screen to screen by clicking
next. Be sure to click next if you have made changes to a
screen, or the changes will not be saved.

Note: If you are completing information based on an email that stated your
application was incomplete, be sure to respond to that email notifying them
that you have completed the information, so the representative may review
your application again.

10/18/11 10
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Viewing Your Application Status

Go to our Home Page: http://www.spiritmountain.com and click on “Careers”
link at the bottom left.

/2 spirit Mountain Casino - Windows Internet Explorer =12l x]
@ ,— L4 I,'“\ hitp:/fspiritmountain.com/ :_I W9l X I." Google 7S
Filé Eait View Favorites Tools Help
Go gle ‘ ﬂ *3 search - Mare > _ Signin & -
Favorites | 55 E_‘, Sug es v @ | Free Hotmall @ | Start @ | Web Slice Gallery ~
== | ~ | %@ Danielle F Dickey - 001758 - A Spirit Mountain Casino x 2y v B) - [ o= v Pagev Safety~ Tooks v @~ 2

Win a 2011
American Made
| Car or Truck!

Earn entries starting September 26th through October 30th '

UPCOMING EVENTS

Email Address* SIGN UP

\L htfp:ff-spiriimouﬁta'ih.com)’ﬁareers \ | \@> \ | \@ Internet \ , > [ & 100% ~ 4

@& Startl 0| Inbox - Mailbox - Dan... “ & spirit Mountain Casin... . Application Instructio... | @ External Applicant On... | ‘ « O ?ﬁi 2:23PM
11
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1. Select the Internal Applicants Button

- Windows Internet Explorer =1&(x|

eers | Spirit Mountain Casi

&' = [= hpiimitmontan.co EER: Pl
Fle Edt WView Favortes Tools Help

x Go gle Llﬂieavch' More > _ SignIn %
s Favorites |5 KAl £ | Free Hotmail £ | Start £ | =

= o>
==l R A Careers | Spirit Mountain... X " ‘e v Pagev Safety~ Tooks~ @~

VIEW ALL PROMOTIONS ©
This is your chance to become a team member at Spirit Mountain Casino. We offer competitive wages, a great benefits

package and a world of opportunity. In addition, Spirit Mountain Casino incorporates our Guiding Values into our daily
operations. What are you waiting for?

EXTERNAL APPLICANTS

Tribal and non-tribal member applicants who have either been Spirit Mountain

employees, temporary agency employees or have never been Spirit Mountain employees
should apply using the extemal application fink

External Applicant Instructions.pdf

INTERNAL APPLICANTS

You will be directed to Ultipro website to login; where you can view and apply for job
openings. When logged into Ultipro, please select My Company on the home page and VIEW JOB POSTINGS
then select Job Openings.

VIEW ALL WINNERS ©
Applicants that are either tribal or non-tribal that are currently employed at the casino
should apply using the intemal application link

Internal Applicant Instructions.pdf

NEED HELP?

Learn how to create a Yahoo Mail Account

[ [T [ (@ internet ‘A~ | ®io% -
4/start| 0| Inbox - Mailbox - Dan... || Careers | spirit Moun... () Application Instructio...| (W] External Applicant On... | « 05PN 224pM

2. Select “View Application Status”

/2 Spirit Mountain Casino Careers, Grand Ronde, ive American Casinos | Spirit Mountain Casino - Windows Internet
(o [ s Hals

Fle Edt View Favorites Tools Help

0.ultirecruit.com/SP1100

Search + | More » _ Signin % ~

x Go gle|

- Favorites | 5 = s+ @ FresHotmal @ Start £ Web Sice Gallery

v Page v Safety v Tools v

(@ spirit Mountain Casino Careers, Grand Ronde, Native ...

GETTING HERE COYOTE CLUB

CAREERS

Browse Open Jobs
Search Open Jobs

View Application Status
Edit Your Profile

About Us
Employment
Contact Us

Browse Open Jobs

Showing Records: 1-3
Total Records: 3

Post pate_| Requisition Numper | Titie leiy_____state |
[pone [T [@nkemet [%100% ~
— L
#/start| 0| Inbox - Mailbox - Da... | /& Careers | Spirit Mou... [[ 72 spirit Mountain Casin... L) Application Instructi... | (W] External Applicant On...| [« 1 0|P ¥ 2:28pM

If you have a status of “Incomplete Application” you will want to follow the
instructions above to “Edit Your Application”. You can check your email for
specific information that is needed to be complete.

10/18/11 12
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Note: Be sure to respond to that email notifying them that you have
completed the information, so the representative review your application

again.
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