Recruit — Candidate Gateway Quick Reference Guide

Careers Page Options
This section covers the other options available on the Careers page once logged in.

My Job Notifications

From the Careers homepage, click the My Job Notifications option.

Careers

Search Jobs

job title, location, or keyword »

Welcome Chester Sign Out
= View Latest Jobs 3

e,

] My Job Notifications 2>
My Job Applications 146 >

My Favorite Jobs 3
O\ My Saved Searches 3
pos My Account Information >

The My Job Notifications page will display. If your profile has any waiting notifications, you will see them on this page.

< Careers My Job Notifications

My Notifications
m}

Subject Status Date Received
Please add your references Viewed 11/13/2013 3:22PM >
@ Your automated job search COLUM JOIDS - TEST has returned resuilts New 04/05/2012 3:44PM >
@ You are invited to apply for a job: HUMAN RESOURCES SPECIALIST il (Job ID 22385) New 06/13/2017 8:28AM >
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To return to the Careers homepage, click the < Careers (Back) button.

| < careers My Job Notifications

My Notifications \

A

Subject

Plasca adAd vrnir rafoarancac

My Job Applications

From the Careers homepage, click the My Job Applications option.

Careers

Search Jobs
job title, location, or keyword »
Welcome Wade Sign Out
E View Latest Jobs 5
ﬁ My Job Notifications / >
My Job Applications - @ 1>
My Favorite Jobs >
Q My Saved Searches >
pos My Account Information »
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The My Job Applications page will display. On this page you will find a list of the applications you have submitted.

< Careers My Job Applications )
My Job Applications

Job Title Job ID  Print Application Location Status Date Created Date Submitted Withdraw Application

HUMAN RESOURCES SPECIALIST | 22408 1095 VIRGINIA AVE, PS#7 RM.101 Submitted  06/13/2017 11:04AM  06/13/2017 11:04AM Withdraw >
HUMAN RESOURCES ASSISTANT 22382 1095 VIRGINIA AVE, PS#7 RM.101 Submitted  06/13/2017 11:32AM  06/13/2017 11:32AM Withdraw >

My Resumes

Attached File Job ID Resume Title Date Created

Wade_Wilson_Resume.docx 22382 Wade_Wilson_Resume.docx 06/13/2017 11:32AM

My Cover Letters and Attachments

+
Attached File Job ID Attachment Title Attachment Type Date Uploaded
Wade_Wilson_Cover_Letter.docx 22382 Wade_Wilson_Cover_Letter.docx Cover Letters 06/13/2017 11:32AM

1. Click the View Detail button in the Print Application column to view a printable PDF version of your application.
The PDF opens in a separate tab, and the final page contains a description of the job that you applied for.

< Careers My Job Applications

My Job Applications
Job Title Job ID  Print Application Location Status

HUMAN RESOURCES SPECIALIST | 22408 1095 VIRGINIA AVE, PS#7 RM.101 Submitte

Note: If you have just entered the application, you may receive a popup message asking you to wait for the PDF
application to generate.

1095 VIRGINIA

File is processing, it will take about 1 minute

oK

nrmd| MEND Sl
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a. Toview a delivered version of the application, click the Edit button.

s A =0
Status Date Created Date Submitted Withdraw Application
Submitted  06/13/2017 11:04AM  06/13/2017 11:04AM Withdraw

Note: This version is not printer friendly. To print an application, use the PDF version.

b. If you wish to withdraw an application from consideration, click the Withdraw button.

s A =E O

Status Date Created Date Submitted Withdraw Application

Submitted  06/13/2017 11:04AM  06/13/2017 11:04AM @ >

2. This page also displays resumes and attachments associated with your account.

My Resumes

Attached File Job ID Resume Title Date Created

Wade_Wilson_Resume docx 22382 Wade_Wilson_Resume.docx 06/13/2017 11:32AM

My Cover Letters and Attachments

+
Attached File Job ID Attachment Title Attachment Type Date Uploaded
Wade_Wilson_Cover_Letter.docx 22382 Wade_Wilson_Cover_Letter.docx Cover Letters 06/13/2017 11:32AM

a. Toview a document, click the Attached File link.

My Resumes

Attached File / Job ID Resur

S

Wade Wilson_Resume docx 22382 Wade_
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3. Click the < Careers (Back) button to return to the Careers homepage.

My Job Application,s\

Job Title JobID  Print Application Loc

HUMAN RESOURCES SPECIALIST | 22408 109

HUMAN RESOURCES ASSISTANT 22382 109
My Favorite Jobs

From the Careers homepage, click the My Favorite Jobs option.

Careers

Search Jobs

|j0b title, location, or keyword | »

Welcome Wade Sign Out
E View Latest Jobs 5
.:'i My Job MNotifications >
My Job Applications 2

My Favorite Jobs B>
Q My Saved Searches 1>
« My Account Information b

The My Favorite Jobs page will display. This page will show any jobs you have selected as favorites in the Search Jobs
sections. From here, you can easily access jobs you have previously favorited in order to view again or begin applying for
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them.
< Careers My Favorite Jobs A= @
My Favorite Jobs
Remove Favorite
Job Title Job ID Location Status Job Family Date Posted Date Saved

[ OUITESTING - PLEASE APPLY 22420 UM System Open Human Resources 05/14/2017 06/13/2017 >

[0 HUMAN RESOURCES SPECIALIST | 22408 Columbia Open Human Resources 05/08/2017 06/13/2017 >

[0 HUMAN RESOURCES SPECIALIST Il 22395 Columbia Open Human Resources 05/06/2017 06/13/2017 >

[ HUMAN RESOURCES ASSISTANT 22382 Columbia Open Human Resources 05/03/2017 06/13/2017 >

[0 OFFICE SUPPORT ASSISTANT IV 22355 TEST Cpen Office & Administrative 03/18/2017 06/13/2017 >

1. Toview a favorited job, click the View Job button.

e Jobs A= 0O
Status Job Family Date Posted Date Saved
Open Human Resources 05/14/2017 06/13/2017
Open Human Resources 05/08/2017 06/1372017 >

a. Toreturn, click the My Favorite Jobs (Back) button.

{ < My Favorite Jobs

Job Description

Previous Job OUI TESTING - PLEASE APPLY

Job ID 22420 FulliPart Time Full-T

Location UM System

W Remove from Favorite Jobs
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2. Toremove a favorited job from the list, check the box next to the job you want to remove and click the Remove

Favorite button. Multiple favorited jobs can be selected at once.

< Careers My Favorite J¢

Remove Favorite

Job Title Job ID

[0 QUITESTING - PLEASE APPLY 22420

[0 HUMAN RESOURCES SPECIALIST | 22408
o=

"HUMAN RESOURCES SPECIALIST Il 22395

[0 HUMAN RESOURCES ASSISTANT 22382
=

"OFFICE SUPPORT ASSISTANT IV 22355

3. Toreturn to the Careers homepage, click the < Careers (Back) button.

| < careers

My Favorite Jobs

Remove Favorite

Job Title Job ID
[] OUITESTING - PLEASE APPLY 22420
1 HIMAN REQOINIRCES QPECIALIST | 24na
My Saved Searches

From the Careers homepage, click the My Saved Searches option.

Location Status
UM System Cpen
Columbia Open
Columbia Cpen
Columbia Open
TEST Cpen

Location Status
UM System Open
Malhimhia Minan

My Favorite Jobs

Job F

Huma

Hiima
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Careers

Search Jobs

job title, location, or keyword »
Welcome Wade Sign Out

[z View Latest Jobs N

ﬁ My Job MNotifications b

My Job Applications 2>

My Favorite Jobs E >

@y Saved SearcD 13

; My Account Informat;n b

The My Saved Searches page will display. This page will show any searches that you have saved in the Search Jobs
section. Each saved search will show the saved search’s name, the date it was created, and whether the Email
Notifications option has been chosen.

< Ccareers My Saved Searches A = @
The Search button performs the search and shows your results on the Search Jobs page.

My Saved Searches

Search Name Created On Notifications Email Notification Expires On

MU HR 2017 08/13/2017 wilson.wade@homeforwaywardgirls.com 0811212017 Search >

1. To use a saved search to search current job openings, click the Search button.
Notification Expires On
Igirls.com 08/12/2017 >
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2. To edit a previously saved search, click the Edit button.

Motification Expires On

ardgirls.com 081272017 Search

a. You can edit the name in the Search Name field and toggle the option to have an email sent to you
when a job is posted matching your saved search criteria by checking the Email me when new jobs
meet my criteria option. You can also edit the email address this notification is sent to in the Email To
field.

Cancel | Edit Saved Search

*Search Name lMU HR 2017 l

i1 Email me when new jobs meet my criteria

*Email To ‘wilson_wade@homeforwaywardgirls_com ‘

b. You can delete a saved search from the edit menu by clicking the Delete button.

Cancel | Edit Saved Search

*Search Name [Mu HR 2017 ]

& Email me when new jobs meet my criteria

*Email To ‘wiIson_wade@homeforwaywardgirls_com ‘

Delete ‘
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c. When you are finished editing, click the Save button.

|_ Cancel Edit Saved Search

“Search Name |COLUMBIAHR 2017

[J Email me when new jobs meet my criteria

Email To

Note: If the Search Name is edited, a new Saved Searches entry will be created.

3. Toreturn to the Careers homepage, click the < Careers (Back) button.

S —
{ < careers My Saved Searches

S
The Search button performs the search and shows your results on the Search Jobs page.

My Saved Searches

Search Name Created On Notifications Email
COLUMBIA HR 2017 06/13/2017 No netifications will be sent
MU HR 2017 0613207 wilson.wade@homeforwaywardgirls.com
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My Account Information

From the Careers Homepage, click the My Account Information option.

Careers

Search Jobs

job title, location, or keyword »
Welcome Wade Sign Out

E View Latest Jobs 5

ﬁ My Job MNotifications 5

My Job Applications 2y

My Favorite Jobs 5 >

O\ My Saved Searches 3>

@Account Infor@ >

The My Account Information page will display. This page can be used to view and edit* your account information. From
this page you can change your account password, update email addresses and phone numbers, and switch your
preferred contact method.

*Only external applicants will be able to edit their information. Internal applicants update their account information in
the My Personal Details tile in myHR.
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< Careers My Account Information A = @

You can update your name, address, phone number and email here. Changes made to your contact details on this page will be updated on all of the jobs you have applied to. =

Account Settings
User Name wilsonwade
Contact Method | Not Specified |v

Change Password

Name
Name Prefix v
*First Name Wade
Middle Name
“Last Name |Wilson
Name Suffix ~
Address
*Country  United States ~

“Address 1 | 1234 Main St.
Address 2

Address 3

If any information is updated or changed, be sure to click the Save button.

My Account Information RO
Zhanges made to your contact details on this page will be updated on all of the jobs you have applied to. 2
-
ilsonwade /
Not Specified |~
hange Password
To return to the Careers homepage, click the < Careers (Back) button.
You can update you,Taddress, phone number and email here. Changes made
Account Settings
User Name wilsonwade
Mot Maghy s klat Srmnifind |
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