
CPSI Application Instructions

Step 1: Go to the State Civil Service Commission website at 
www.scsc.pa.gov.

Desktop: Select Online Services on 
the right side of the home page.

Mobile: Select Menu > Online 
Services.

Follow these steps to apply for the Commonwealth Public Service Intern through the State Civil Service 
Commission website.  

If you are a new user, the online application will include additional steps to gather information such as your 
education and work history that are not depicted in this document.
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Step 2: Access the SCSC online application portal.

New Users: 
Select Create an Account.

Returning Users: 
Enter your username and 
password and then select 
Log In.

Choose Need Help? if you 
cannot remember your 
credentials. 
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Step 3: Verify your email address. 

Select Yes if correct.

jsmith@email.com
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Step 4: Select View Open Announcements & Apply.

jsmith@email.com
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Step 5: If you have applied for other civil service positions, you will 
receive a message similar to the one below. Select Next Page to 
continue.
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Step 6: Enter 2016032 into the Test Announcement Number field and 
select Next Page. Or, scroll to the bottom of the page and select 
Commonwealth Public Service Intern.
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Step 7: Select Check ALL that apply next to Commonwealth Public 
Service Intern and then select Next Page.



CPSI Application Instructions

Step 8: Select Yes to indicate that you meet the PA residency 
requirements for civil service employment and then select Next Page. 
You can select the residency requirements link for additional details.
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Step 9: Select Yes to indicate that you understand that your school 
must submit a Participation Form on your behalf and then select Next 
Page.
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Step 10: Select Yes to indicate that you understand that your school 
must submit a Participation Form on your behalf and then select Next 
Page.
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Step 11: Select Career Appointment for question A. Indicate your 
desired start date for B and your county of residence for C. Select 
Next Page to continue. 
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Step 12: Select up to 10 counties where you would be willing to work 
by clicking them on the map. Select Next Page to continue. 
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Step 13: Select Next Page to continue after you have reviewed the 
requirements for the Commonwealth Public Service Intern.
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Step 14: Review your application information to make sure everything 
is correct, and then select Next Page at the bottom to continue. 

2016032
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Step 15: Select your major from the list and select Next Page to 
continue.
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Step 16: Select a more specific major or field of study from the list 
and select Next Page to continue. If none of the options apply to you, 
select Other.
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Step 17: Select Next Page to continue or Previous Page to review or 
change your responses.
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Step 18: Indicate whether you have a criminal history, type your 
name into the Signature field and select Submit Application.
Congratulations! You are finished.


