UVIC

UVIC CAREERS EXTERNAL CANDIDATES GUIDE

Résumeé 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

Sign in to UVic

Non UVic Employee Login

Login to UVic Careers using
your email and password.
(uvic.mua.hrdepartment.com)

If you are not currently a UVic employee, but you have already created a UVic Careers account, log in using your email address.

User email

Password

Email/Username and password are case sensitive.

Forgot yourpassword?

Step 1. Access submission history
Screenshot example

Step Instructions

1.1 From the top navigation menu, st postings
select Career Center. A drop- b
dOWn liSt Will appear. From Search Jobs View All jobs ANunﬂ:a(ions @ Logout @ Help
this list, choose Résumé Cover Letters wange ™,
Submission History. This
. . . There is no data to displa)
option will direct you to the M Jo searen g
page where all your past and A
cu rrent Job app“catlons are Emplayee Onboarding Checklist
Change Username/Password
Stored. Search Jobs N
Secondary Application
Delete My Account
User Account Details X
This page will feature a list of rerms of Use sse s 2005 0922 215515
all jobs you have applied to.
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Step Instructions Screenshot example
1.2 Inthe Action section, clickthe =~ Résumé Submission History
three-dot menu beside a
completed application. From
here, you will have the option <<; - Dislaying1-1 f 1 CEJRY per page
tO: NEXT
. , , N REQ.#% jCIBTITLEG LOCATION APPLIED #+ CURRENT STATUS INTERVIEW % ACTIONS
e \Viewrésumeésyou've . . -
9931314 Account Executive, University of Victoria 9/22/2025 In Progress None
sSu b m |tted . Executive Programs Victoria, BC, CA VBW 2Y2 scheduled
e View the cover letter
associated with the ACTIONS
application. El
e Remove yourself from
consideration for the B View Résumé
position. B View Cover Letter
® Remove Self from Consideration
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
pp . . ’ y “«|¢ - Y ® Displaying 1-2of 2 a per page
can select an optionin the
“Action” COlUmn: REQ. # JOBTITLE LOCATION CURRENT STEP IN PROCESS APPLIED ACTIONS
H 990990.2 Accommodated Exam University of Victoria Cover Letters (Step 2 of 5) 9/22/2025
® ClICk the play bUtton tO Assistant Victoria, BC, CA VBW 2Y2 ..
Contlnue your appl|Cat|0n 9924473 Manager, New Student  University of Victoria Résumeé Profile Creation (Step  9/22/2025 ..
Whel’e you left Off Engagement Victoria, BC, CA VBW 2Y2 10f5)
e Clickthe cancel button to
remove yourself from
consideration and cancel
your application.
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