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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. 

      
 
The My Job Notifications page will display. If your profile has any waiting notifications, you will see them on this page. 
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To return to the Careers homepage, click the < Careers (Back) button. 

      
      
 

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

 
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.  

      
 
Note: If you have just entered the application, you may receive a popup message asking you to wait for the PDF 
application to generate. 
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a. To view a delivered version of the application, click the Edit button. 

      
 
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. 

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

     

 
a. To view a document, click the Attached File link. 
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3. Click the < Careers (Back) button to return to the Careers homepage. 

      
 

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

      
 
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. 

      
1. To view a favorited job, click the View Job button. 

      
a. To return, click the My Favorite Jobs (Back) button. 
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2. To remove 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. 

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

      
 

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

 
1. To use a saved search to search current job openings, click the Search button. 

      



Recruit – Candidate Gateway  Quick Reference Guide 

Copyright ©2019 University of Missouri  Division of IT PeopleSoft Training 
Date modified: 6/10/2020 Page 9
  

2. To edit a previously saved search, click the Edit button. 
     

 
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. 

    
b. You can delete a saved search from the edit menu by clicking the Delete button. 
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c. When you are finished editing, click the Save button. 

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

3. To return to the Careers homepage, click the < Careers (Back) button. 
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My Account Information 
From the Careers Homepage, click the My Account Information option. 

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

      
To return to the Careers homepage, click the < Careers (Back) button. 
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