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Introduction to GJ CLOUD User Guides 

 
What is GJ CLOUD?  
GJ Cloud is a powerful Enterprise Resource Planning (ERP) system designed to 
manage and automate tasks related to Finances, Human Resources, and Budgeting 
operations. As an employee, you will use GJ Cloud to complete a variety of tasks such 
as completing your timecard, submitting expense reports, enrolling in benefits, and 
many more.  
  
How Do I Use This Guide?  
This guide is both module and audience-specific, ensuring that you receive the most 
relevant information for your role. Each guide is titled with the Module Name, Subject, 
and Audience (i.e., General Ledger – Journal Processing - General Accountant, 
General Accounting Manager, Budget Manager, Financial Analysts). Each guide 
includes a Table of Contents that outlines the various topics covered.  
 
Topics are organized as follows:   

• Topic Name: Description of GJ Cloud process   
  
Test Script ID: Test Script name linked to topic (i.e., Test Script | GL.TS.003.001). 
Topics that are referenced with no steps or screenshots are marked with an 
“Instructions” label after the Topic Name and a link to the folder  
  

• Audience: Designated role(s) associated with the User Guide  
  

• Purpose: Action performed by the user within GJ Cloud   
  
• NOTE: City of Grand Junction specific information to be aware of, such 
as:  

o Scenarios and workflows  
o Terminology  
o Policies, documents found outside of GJ Cloud  
o Impacts to other GJ Cloud modules  

  
• Steps: Table of actions and detailed screenshots that provide a visual aid 
to perform the GJ Cloud process   
  

By familiarizing yourself with this guide, you will be able to navigate GJ Cloud 
functionalities with greater ease and efficiency.  
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1. External Applicant 
1.1 Apply as External Candidate 

Test Script | REC.TS.005.001 
 

Audience: External Applicant 
Purpose: Apply for a Job as an External Candidate.   
Note: External candidates can search and apply to positions posted on the career site.  

Step  Action  
1.  Go to External Career Site 

 
https://iascqy.fa.ocs.oraclecloud.com/hcmUI/CandExpSecured/en/sites/CX_1 
 

c 

https://iascqy.fa.ocs.oraclecloud.com/hcmUI/CandExpSecured/en/sites/CX_1
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2.  Enter search criteria and click the Magnifying Glass (or click 'Enter') 

 
 

3.  Locate and select the job you wish to apply to 
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4.  Click on the 'Apply Now' button 
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5.  Enter email address and click 'Next' 

 
You may be requested to enter a verification code.  The code will be sent to the 
email address you provided.  

 

 



 

7 City of Grand Junction – User Guide Last Updated 3/13/2025 
 

6.  Enter your applicant information as you move throughout the page.  

  
7.  Enter esignature (exact name used on the application) and click 'Submit' when 

finished 
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1.2 Accept Job Offer 
Test Script | REC.TS.014.001 

 
Audience: External Applicant 
Purpose: Accept a Job Offer as an External Candidate.  
Note: Offer candidates can accept the job offer electronically 

Step  Action  
1.  Log-in to the email you used on your job application 

2.  Locate and select the email with 'Congratulations, the job offer...' in the 
subject line 

3.  Click on the 'Respond to Job Offer' link above the email signature.   
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4.  You may need to confirm your identity before viewing the offer letter 
contents.   

 
Oracle will send you a 6-digit code via email, to be entered in the fields 
provided.   

 
Enter the verification code and click 'Verify' to submit the code for verification.  
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Once your identity is confirmed, the job offer letter should display for your 
review.  

 
Scroll to the bottom of the page to download if needed and respond. Click 
Accept  

 
Enter your full name (exactly as entered on your job application) and click 
‘Submit’ 
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1.3 Pre-Hire Onboarding (Pending Worker) 
Test Script | REC.TS.018.001 

 
Audience: External Applicant 
Purpose: Instructions on Pre-Hire Onboarding.   
Note: New Hires will be assigned several onboarding tasks to be completed prior to 
their start date, upon accepting the job offer.  

Step  Action  
1.  Pending Workers will receive a ‘New Account Created’ email notification from 

Oracle.  This notification will have instructions on how to request a password 
reset and set a temporary password in the GJ Cloud System to access pre-hire 
onboarding tasks.   
 

 
 
Pending Workers will also receive a ‘Start Journey’ email notification to start 
their onboarding tasks. Click on ‘Start Journey’ to get started.  
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2.  Enter the log-in credentials you just created. 

 
3.  Task list is displayed.  Click on the Welcome task to begin reviewing and 

completing your pre-hire onboarding tasks. 

 
Click on each task to provide requested information.   
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4.  Click 'Done' after each task is completed.  
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1.4 Apply with Indeed 
Test Script | REC.TS.033.001 

 
Audience: External Applicant 
Purpose: Instructions for Applying with Indeed.   
Note: External applicants can import their Indeed profile when applying.  

Step  Action  
1.  Go to External Career Site 

 
2.  Enter search criteria and click the Magnifying Glass (or click 'Enter') 
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3.  Locate and select the job you wish to apply to 

 
4.  Click on the 'Apply Now' button 
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5.  Enter email address and click 'Next' 
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6.  Check the email inbox for a verification code. Enter the verification code and 
click 'Verify' 
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7.  Click on 'Apply with Indeed' 
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Click ‘Continue’ if needed.   

 



 

20 City of Grand Junction – User Guide Last Updated 3/13/2025 
 

8.  Proceed to log-in, using Google or request a verification code.  
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9.  If using Google to log-in to Indeed, you’ll receive a pop-up warning.  Click 
‘Proceed to unreviewed app’ to proceed to Indeed.  
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Click ‘Allow’ 
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Job application page will load information from Indeed profile.   

 

Scroll down to review and correct or edit any discrepancies.  Indeed may not 
populate all fields on the application.  You can click on the red icon in the upper 
right corner of the page to see any missing entries.  
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Once all required fields are satisfied, enter your esignature and click 'Submit.' 
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1.5 Interview Self Scheduling 
 

Audience: External Applicant 
Purpose: Instructions for self-scheduling a candidate interview.   
Note: External applicants will be requested to schedule their own interviews, via 
interview self-scheduling.  
Step
  Action  

1.  Qualified candidates will receive an interview invite email notification. Click on 
‘’Interview Calendar’ to get started.  
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Confirm your identity by entering the code you receive via email. 
 

 
 

 
2.   
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Select from the available interview timeslots.  

 
 

3.  Click Schedule Interview to schedule the interview.  

 
 

4.   
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Confirmation pop-up window confirming the interview is scheduled.  
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