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UVIC CAREERS EXTERNAL CANDIDATES GUIDE  

Résumé submission history 
This guide outlines the process for reviewing and revisiting job applications submitted through the 
UVic Careers system. As an external candidate, you can use the résumé submission history feature 
to track the status of your applications, confirm successful submissions, or follow up on 
incomplete applications.  

Non UVic employee login 
 

Instructions Screenshot example 
 
Log in to UVic Careers using 
your email and password. 
(uvic.mua.hrdepartment.com) 
 

 

 

Step 1. Access submission history 
Step Instructions Screenshot example 
 
1.1 

 
From the top navigation menu, 
select Career Center. A drop-
down list will appear. From 
this list, choose Résumé 
Submission History. This 
option will direct you to the 
page where all your past and 
current job applications are 
stored. 
 
This page will feature a list of 
all jobs you have applied to.  

 

  

https://uvic.mua.hrdepartment.com/
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Step Instructions Screenshot example 
 
1.2 

 
In the Action section, click the 
three-dot menu beside a 
completed application. From 
here, you will have the option 
to: 
• View résumés you’ve 

submitted. 
• View the cover letter 

associated with the 
application. 

• Remove yourself from 
consideration for the 
position. 
 

Please note that once a cover 
letter or résumé has been 
submitted, it can no longer be 
updated. 
 

 

 
1.3 

 
If you see incomplete 
applications on the list, you 
can select an option in the 
“Action” column:  
• Click the play button to 

continue your application 
where you left off. 

• Click the cancel button to 
remove yourself from 
consideration and cancel 
your application. 
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