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Updating Applicant Profile 

1. Log in to your applicant account. 

 

2. You will be directed to your candidate profile. Review and update sections as required. 

Once complete, click SAVE.   

 

An application confirmation message will appear. Your profile has been updated. 



 
 

Setting up a Job Alert 

1. Navigate to: CANDIDATE PROFILE →  OPTIONS →  JOB ALERTS  

 

2. Once on the JOB ALERTS page:  

• To receive alerts for all new job postings, select RECEIVE NEW JOB POSTING 

NOTIFICATIONS.  

• To set specific job alerts, select CREATE NEW JOB ALERT and move to the next step. 

 

3. Search for a job alert by KEYWORD, JOB TITLE, or LOCATION. Select PREVIEW ALERT.  



 
 

 

4. Once PREVIEW ALERT is selected, applicants will be shown examples of the jobs that they 

will be alerted to. Select CREATE ALERT to complete the set up. 

 

 

Managing Job Alerts 

1. To view existing alerts, navigate to: APPLICANT PROFILE →  OPTIONS →  JOB ALERTS 

 

 

  

Job alert is created. 



 
 

2. To change the settings to receive job alerts for all new job postings, select RECEIVE NEW 

JOB POSTING NOTIFICATIONS. 

 

3. To delete existing job alerts, click the TRASH CAN icon. 

 

Managing Job Applications 

1. Log in to your applicant account. 

 

 



 
 

2. Navigate to: APPLICANT PROFILE →  OPTIONS →  JOBS APPLIED  

 

3. Click on UPDATE or WITHDRAW APPLICATION from this page. 

 

The application has been adjusted or withdrawn. 


