
PART TIME FACULTY
APPLICATION SYSTEM



How to Set up an Account



1. Access CUPE Application Site

Open your internet browser and go to https://mykings.ca/cupe-app/

• Chrome internet browser is highly recommended.

• Note: Some functions of the system are not compatible with other browsers and 
may not work as intended.

https://mykings.ca/cupe-app/


2. Register as an Applicant

If you are new to the 
system, click on “Register as 
an Applicant”



3. Register New Account

Enter your information on the 
form.

• First name and Last 
Name

• Email (Note: You cannot 
use a Western email. 
You must use alternate 
mail to register. Email 
address can not include 
uwo.ca)

• Create a Password
• Phone number (no 

spaces or hyphens)
• Last 4 digits of your SIN 

number

Click Register



4. Confirm to Register

Confirm that all the 
information that 
you have entered is 
correct.

If there is an error –
click “go back” and 
correct and follow step 
3 and step 4 again.

If correct – click register



5. Confirmation Email Sent
Once you have clicked 
“Register”, you should receive 
this message

Go into the email account that 
you used to set up the 
account. 

You will have receive an email 
with an verification link. 

Once email found you will 
need to click the verification 
link to verify your account.

Note: If you do not receive the  email, 
check your spam/junk folder in your 
email.



Still haven’t received your confirmation email?

• Go back to https://mykings.ca/cupe-app/

• Click on “verify email”

https://mykings.ca/cupe-app/


6. Account Created

Once you have clicked on the verification link in the email that was sent, you should 
see the following message on your screen.

You can now return to the main page of the Application Portal and sign in to set up your profile and apply 
to postings https://mykings.ca/cupe-app/

https://mykings.ca/cupe-app/


How to Set Up Your Profile



1. Sign into Account

• Enter your email address

• Enter your password

• Click “Sign in” 



2. Home Screen

• On the home screen you 
will find helpful 
information such as 
notifications and 
announcements



2. Home Screen

• Have you changed 
your address?

If yes, please notify the 
HR department by 
email as well at 
HR@kings.uwo.ca



2. Home Screen

• Contact information or 
relevant links



2. Home Screen

• Your Cart Items –
Once you have 
selected postings to 
add to your cart, they 
will appear here until 
you have complete 
the application 
process



2. Home Screen

• And easy to navigate 
buttons



3. Setting up your Profile

Click on the profile link



3. Setting up your Profile

Fill your profile 
information. 

Select your 
preferred email 
(Note: this can be a 
UWO email address 
if you prefer)

Click “Save”

Now you are ready 
to apply to postings!



How to Apply for Postings



1. Browse Postings

• Click on “Browse Postings”



1. Browse Postings

• All current postings will 
be listed here in order 
of posting date(s)

• You can search using the 
search functions ie. 
search by discipline, 
course number etc. 



2. View Postings

• To view the full posting, click on 
“View Posting”

• The full posting will open to view.



3. Add Posting(s) to Cart

• Click “Add to Cart” 
located at the 
bottom of the 
posting

• Exit out of current 
posting and repeat 
for any additional 
postings that you 
would like to add 
to your cart



Quick Review- Your Cart Items

• Once you have added 
postings to your cart, 
they will be visible on the 
Home Page under “Your 
Cart Items”

• This will list all courses 
that you have added to 
you cart but have not yet 
submitted an application

• Note: Items in your cart 
are those that you have 
not yet submitted an 
application for. You must 
return to Browse 
Postings to apply



4. Complete Your Application
• Once you have added the postings to you cart, click on the cart button in the 

bottom right of screen to apply 

• A new window will open to display posting in your cart. Click “Apply” to complete 
application

• Note: You can delete any postings from your cart that you do not want to apply for

Your Cart

Apply



4. Complete Your Application
• Once you click “Apply” 

the application form 
will open

• Complete the 
application form

• Once all required 
fields have been 
completed, complete 
the “Application 
Confirmation” and 
click “Submit 
Application”



4. Complete Your Application

• Once you have 
submitted your 
application, you will 
receive a confirmation 
email to the preferred 
email address listed in 
your profile.

• Note: if you do not 
receive the email, 
check your junk folder



Quick View - Submitted Applications

• To review all 
application that 
have been 
submitted, click 
on “My 
Applications”



Important Information Regarding Disciplines

• You can only add items to your cart that are within the same discipline.

• Once you have filled you cart with the courses you wish to apply for within 
the same discipline, you can then complete your application and apply.

• Once you have applied and your cart is empty, you can then select courses 
from another discipline and repeat the same process.

• An application form will need to be completed for each discipline you 
are applying for. 



QUESTIONS?

Please contact HR@kings.uwo.ca if you have any questions or run into any issues with the system. 

mailto:HR@kings.uwo.ca

