
JOB BOARD USER 
INSTRUCTIONS 
(UPDATED JUNE 10, 2025) 
USER EXPERIENCE 

1. User creates account or logs in to existing account. This login information is unique to the Career Center – while 
they may use the same username/password as the IPRA website/IPRAConnect, the systems do not ‘talk’ to each 
other.  http://jobs.ilipra.org/users/sign_in  

 

 

 

 

http://jobs.ilipra.org/users/sign_in


2. User clicks ‘Create Job’ button in upper right area of page. 

 

3. User’s log on should automatically identify their agency’s Member/Non-Member status and rates; if you think 
your status is incorrect please contact maria@ilipra.org or heather@ilipra.org. 

 

 

mailto:maria@ilipra.org
mailto:heather@ilipra.org


 

4. NEW OFFERING!  IPRA Member Users may choose to have their post promoted at the top of the Job Board 
page.  There will be 3 tiles available.  This new feature will cost $150. 
 
 
 

  
 

  



The “Feature Job” available dates will be shown based on the Post Type selection (number of days) and availability of 
Feature Tiles within the post’s time frame.   
 
A user can choose to this option by clicking the box “Feature my job” – the cost of $150.  
 
It is very important to review the available dates prior to selecting this option. It is possible that this feature is offered 
for fewer than 7 days during the post period; the possibility also exists for there to be zero days available.   
 
A logo image that has a 1:1 aspect ratio and is no larger than 200x200 pixels by clicking “choose file” can also be 
added to the Feature tile.   
 
Note: it may be possible to increase the number of days a featured post tile is available to you by increasing the 
number of days in your Post Type. No price adjustments will be made for selections that are for fewer than 7 days. 

 

        

  



5. IPRA Member Users may choose to include a LinkedIn Boost and/or Email Boost(s) for an additional charge.  Email 
Boosts MUST include Section Selection for the desired email audience to receive the Job boost email. 

 

6. User fills out the remaining parts of the Job Post form and then clicks the “Save & Preview” button on bottom 
right of page.  

  



7. NEW STEP! The user will be taken to a page showing a preview of the post (and the featured post tile, if applicable). 
On this screen you will be able to choose to edit the post or select “Pay” which will take you to the payment screen. 

  

NEW!  Once payment information is entered, the user can click the “Pay & Publish” button and the post will be live 
on the website immediately.  NOTE: there are no longer any approvals to be made, by the user or by IPRA.   

 

After posting the user may still return to their Jobs list and edit the post.  Each update will be reflected immediately 
on the Job Board website. 

NOTE:  When entering the Job Description, if you would like to link to a page on your agency’s website – follow these 
2 steps: 

1) Highlight the text you would like to act as the hyperlink, click the ‘chain link’ icon in the format bar over the Job 
Description box. 

 
 
 



2) Write or paste the URL you would like to send the user to and then click the ‘link’ button. 

 

AUTOMATED NOTIFICATIONS 

The system will automatically send the User an email receipt.  

Make sure you’re receiving these emails by adding no-reply@job.ilipra.org to your safe sender list.  
This will ensure emails from IPRA’s Job Board don’t end up in your spam folder.  
 

OTHER REMINDERS 

• Users can print their own receipts (they will need to be logged in to the job board) 
• Users can make edits to post at any time during its active period 

 

 

If you experience any issues, or need assistance, while using the IPRA Job Board, please contact 
maria@ilipra.org or heather@ilipra.org. 
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