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Access Applications and Resumes 
 
 
Concept 
 
This document explains how a registered user in the Case Western Reserve University Careers 
system can view saved and submitted resumes and applications. 
 
Procedure 
 
Use this document to access your saved and submitted resumes and applications. 
 

 
 

Step Action 
1. Begin by accessing the Careers system and logging in with your username and 

password. 

 
 

Step Action 
2. The My Career Tools box displays a link to Applications.  The link will display 

the number of applications you've saved or submitted.  Click the Applications link 
to see your applications. 
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Step Action 
3. The My Career Tools screen displays your personal contact information, a link to 

edit your personal profile, and a list of applications that you've created. 
4. To access a saved or submitted application, click on the job title link. 

 
 

Step Action 
5. If the application has not been submitted you may make changes to it as necessary. 
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Step Action 
6. On the My Applications screen, the Status column displays the current status of the 

application, such as "Not Applied" or "Applied." 

 
 

Step Action 
7. On the Careers home page, you can access the resumes you've submitted by 

clicking the Saved Resumes link.  The link will display the number of resumes you 
have added to your profile. 
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Step Action 
8. On the My Career tools screen, click the Resume button next to an application to 

see the resume attached to it. 

 
 

Step Action 
9. The application appears.  Click the Resume icon to view the resume. 
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Step Action 
10. The Application Materials box appears.  It contains the resume and/or cover letter 

attached to the application.  Once saved, a resume can be used on any application. 
11. This completes the directions for reviewing applications and resumes. 

End of Procedure. 
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